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ABSTPRCT 

This Kanual contains the coiplete course plans 
designed to prepare an individual to participate in an onsite survey. 
It provides an introduction to the uajor phases of the survey 
process: (1) planning for an onsite survey; (2) conducting the 
opening conference? (3> onsite factfinding; (<l) probleu 
identification and analysis; (5) probleu solving and iaproveaent 
planning; (6> preparing the written report; (7) conducting the 
closing conference; and (8) foUovup and iapact assessuent. Opon 
coepletion, the participant will be able to apply coiuonly used 
evaluation procedures, under the guidance of senior teai leaders, in 
coepleting carefully selected evaluation assignuents* (Author/PC) 
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NOTES TO THE INSTRUCTOR 



Assemblln/j^ the Student Workbook 



Remove the following pages from each workbook and distribute to students 
when needed: 

Scoring Key» page 57 

FSPA Manager Roles ^ page 135 

Evaluation Interview Role^Plays 1-8, pages 193 - 207 
FSPA Sumraary of other Interview FindingSt pages 209 * 210 
Program Review Role Plays I and 2» pages 277 282 
FSPA Regulatory Review Suromaryt page 293 



The only remaining items that need to be filed in the student workbook 
are the readings listed on page 76 of the Instructor's Guide* 
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An InercNluctory Workshop in 
THE ONSITE SURVEY METHOD OF PERSOHNEL MANAC3MEHT EVALUATION 

COURSE OBJECTIVES 

OVERALL COURSE O&TECTIVES 

1. This course is designed to prepare an individual to participate in 
an onsite personnel management evaluate survey. It provides an 
introduction to the major phases of t? arvey process: 

- Planning for an onsite survey. 

- Conducting the opening conference. 

- Onsite factfinding* 

- Problem Identification and analysis. 

- Problem solving and improvement planning. 

- Preparing the written report. 

- Conducting the closing conference. 

- Followup and impact assessment. 

2. Upon completion, the participant will be able to apply conmonly used 
evaluation procedures, under the guidance of senior team leaders* in 
completing carefully selected evaluation assignmenta. 



INDIVIDUAL LESSON OBJECTIVES 

The Covernmentwlde Personnel Management Evaluation Program 

At the end of this session, and with the aid of reference material, the 
learner will be able to: 

L. Define personnel management and identify the three major centers 
of personnel management responsibility. 

2. Describe the three elements of effective agency personnel 
management . 

3. Explain the overall purpose and expected results of personnel 
management evaluation and the minimum requirements for agency 
evaluation systems. 

Methods of Evaluation 

At the end of this unit, and with the aid of reference materials, the 
learner will be able to: 

1. List the five standard evaluation methods. 

2. Describe the uses and limitations of each method. 
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Cvuluaiicn Team Roles and Responslbll it leB 

At the end of this unit^ and with the aid of reference materials^ the 
learner will be able to: 

I* Explain the five major roles of personnel management evaluation . 
2. Identify the core knowledgeti needed by evaluators for 

professional development, 
3* Describe the role of the team leader In managing and coordinating 
the survey, 

4, Give examples of appropriate professional conduct during the 
planning^ onsite, and post-onsite phases, 

5. Cite and explain four types of evaluator-client relationships, 
and possible difficulties in the use of each« 

Planning for the 0ns ite Survey 

At the end of this session^ the learner^ under the close guidance of 
senior evaluators^ will be able to: 

U Describe and explain the basic interrelationships among the 

major phases of the onsite survey process <> 
2. Identify commonly used advanced information sources, 
3* Assist senior evaluators in determining areas of coverage and 

evaluation procedures to be utilized onsite, 
4. Assist senior evaluators in planning and conducting the opening 
conference. 

Planning and Conducting the Qpaninp Conference 

At the end of ihis session^ the learner, under the direction of senio^ ^ 
team members, will be able to plan a short opening conference presentiKlon, 

pnsltr ^ Factfinding 

On comoletion of this unit, the i^arner will be able to: 

1, Identify and describe tie four basic onsite factfinding methods, 
{interviews, technical program operation review, personnel 
action review^ and classification review), 

2, Use the appronriate method to obtain clearly specified information 
to be used by the team in assessing personnel management 

ef fectlvene.<5S, 
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Problem Xdent if icat i on and Solution 

On co«naleting this topic^ the learner will be able to; 

1, Describe th** process steps used in Identifying and analyzing 
problems whlcb adversely im?>act on personnel management 
effectiveness. 

2, Define tho process steps in decision analysis used in requiring 
and recomn^^^ndlnR Actions t > improve personnel management 
c>f feet tveness, 

3, Apply fhe^i'^ processes witi the aid of senior evaluators in the 
identification^ and sot.uti »n of simple problems, 
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Pruparin^ for the Cioslna Conference 

At the end of this session, the learner will be able to: 

1. Describe the purpose and expected results of the closing 
conference. 

2« Describe alternative approaches to organising and presenting 

evaluation findings* 
3* Assist senior evaluators in planning a cloaing eonference. 

Conducting the Closing Conference 

At the end of this session, the learner ftlll be able to assist senior 
•valuators in conducting a closing conference. 

Methods of Organiglng and Presenting Written Reports 

At the end of this session, the learner will be able to describe the uses 
and Ufl^tations of the following cooisonly used techniques for organising 
and presenting forroal written reports: 
!• Draft report techniques. 

2. Comonly used report fortsats. 
•> Program area fornat. 

- Centers of responsibility foriaat. 

- Problem oriented forisat. 

- Action plan forroat. 



Followup and Impact Assessment Procedures 

At the end of this unit, participants will be able to: 

1« Explain the purpose for followup and inpact assessariint. 
2, Describe the najor uses and liisitations of these followup and 
impact assessment procedures: 

- Action item reporting. 

- Personnel assistance visits. 
" Followup surveys 
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An Introductory Workshop in 
THE OKSXTE SURVEY HETKOD OF PERSOMNEL NMHAGINSIIT WihUSkTlCH 

COURSE OUTLINE 

DAY I 
8:45 - REGISTRATION 

9t00 • COURSE STRUCTURE AND OBJECTIVES 
9$ 15 - UORKBOQK ORIENTATION 

9;30 - THE GOVERNMEimriDS mSQMNEL MANAGEHSNT BVAUIATtQM HtOGRAM 
lOiOO - BREAK 

10M5 * HSmm GB EVALUATION 

EVALUATION TEAM ROLES AND RESfiONSIBILITIBS 
I0t45 - PLANNING THE ONSITE SURVEY 
12:00 - LUNCH 

1:00 - BUNKING THE ONSITE SURVEY (COMTniUEll) 

4:00 • EVENING ASSIGNMENT 

DAY II 

9:00 - PLANNING AND CONDUCTING THE OPENING CONFERSICE 
10:30 - BREAK 

10:45 - ONSITE FACTFINDING 

Part A. The Evaluation IntarvUw 
12:00 * LUNCH 

1:00 . ONSITE FACTFINDING (CONTINUED) 

4:00 • EVENINC ASSIQiMENT 

DAY III 

9:00 - ONSITE FACTFINDING (C(mTINUED) 
l^rt B. Prograai Raviaw 

10:30 - BREAK 

10:45 * PROBLEM IDENTIFICATION AND S(a.UTION 
12:00 •> LUNCH 

1:00 - PROBLEM IDENTIFICATION AND SOLUTION (CONTINUED) 
4:00 • EVENING ASSI^MENT 

DAY IV 

9:00 - PREPARING FOR THE CLOSING CONFERENCE 
10:30 - BREAK 

10:45 " CONDUCTINC THE CLOSING CONFERENCE 
12:00 - LUNCH 

1:00 - METHODS OF ORGAN UING AND ERESEMTING WRITTEN REPORTS 
2:15 * BREAK 

2:30 - FOLLOHUP AND IMPACT ASSESSMQiT PROCEDURES 
3:15 - COURSE SUMMARY 
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WORKSHOP ASSIGNMENTS 
PRESURVEY PROBLEM IDENTIFICATION WORKSHOP 

!• Analyze all available information sources to Identify (1) potential 

personnel program strengths, (2) personnel problem areas* and (3> thoj^e 
managf^cial and organ Izatlonat Issues which Impact on the utilisation of 
manpower restources. 

2. To facilitate the handling of data, we suggest that team member assign- 
ments be made to avoid or minimize duplication of efforts. This format 
is recommended: 

Team Members Data Source 

2 Background Information 

FSPA Notification Letter 
Team Leader *8 Advance Visit Memo 

1 Questionnaire Printout (CSC Form 1088) 

2 FSPA Advance Information Units 
(Divide roughly in half for each member) 

3. Team members brief each other on findings* 

4. Team prepares list of (1) potential personnel program strengths, (2> 
personnel problem areas, and (3> those managerial and organizational 
Issues which impact on the utilisation of manpower resmirces. Record 
list on Student Worksheet, Presurvey Problem Identification. 

SIRVEY PLAN WORKSHOP 

1. Each team prepares a comprehensive survey plan for evaluating the FSPA 
Central Region. 

2. Use the following handouts: Survey Plan for Onslte Work and Student 
Worksheet, FSPA Survey Plan. 

3. Refer to: (l) Results of Pre-Survey Problem Identification Workshop 
and (2) all available data, but especially the Notification Letter. 

4. Be prepared to give a brief sunmiary of the survey plan. Team leaders 
rotate to another team and outline plan; the team suggests changes 
which the team leader then shares with his team. 

ALTERNATIVE CRITIQUE METHOD: General discussion on the features of the 
various team plans in order to develop a composite survey plan which 
could be used by all teams in subsequent workshops. 

PLANNING AND CONDUCTING THE OPENING CONFERENCE 

t. Each team prepares a working outline for an opening conference. Use 
data developed in previous workshq>s. 

2, Refer tot CD Sample Opening Conference Outline and (2) Opening 
Conference Outline. 

3. Each team leader presents opening briefing to another team. This team 
assumes roles of top management officials, using FSPA Manager 

Roles. 

4. The team acting as management officials completes a short critique form 
of the presentation, using Opening Conference Critique. 

5, The team leader will return to his team and present critique highlights. 
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r.HR EVAU'ATXON INT Eli VIEW 
I. Preparation 

1, Each team meets to prepare an interview strategy, with a lisi 
oi key questions which they intend to ask managers* 

2, Refer to: 

a. Sample Interview Guide #1. 

b. Sampie Interview G^jide 

3, Each team member should prepare for one to two interviews. After 
all preparations are completed, results should be discussed. 

4, The following FSPA personnel are scheduled for interviews: 

a. Supervisory Civil Engineer^ GS-810-I5. 
Office of Direct Federal Construction 

b. Supervisory Civil Engineer, GS'3I0-13 
Design Unit, Design Division 

Office of Direct Federal Construction 

c. Engineering Technician, GS-802-10 (Black) 

Project Office #1, Office of Direct Federal Construction 

d. Grants Specialist, GS-llOI-U (En^loyee Requested) 
Grants Application Branch, Grants Division 

e. Civil Engineer. GS-810-13 

Team 2, Solar Energy Research Division 

f. Supervisory Civil Engineer, GS-810-14 

Project Office #3, Office of Direct Federal Construction 

g. Engineering Draftsman, GS«818»4 (Female) 
Drafting Unit, Design Division 

Office of Direct Federal Construction 

h. Card Punch Operator, GS-356-3 (Female) 
ADP Branch, Technical Services Division 

II. Practice Role Play Sessions 

1. Read Role Play Instructions. 

2. Employee roles are assigned to team members in the order their 
names appear on the rosters. The last name acts as the first 
evaluator. 

3* To take notes, use Interview. Worksheet. 

4, All except the evaluator can read the assigned role play script 
ahead of time. The evaluator is to get a copy of the employee 
role after the mock interview. 

5. The team conducts an oral and written critique of each session, 
based on Interview Critique Form. Each team member should 
coR^lete the critique sheet and give It to the evaluator. 

III. Class Discussion 

1. Participate in class discussion of questions raised during 
practice sessions. 

2. Also a joint review of FSPA Interview Sunmiary Sheet. 
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PERSONNEL PROGRAM AND REGULATORY REVIEW 

1. P lan for Pro j^ ram Review 

1. Each team Is to develop a brief strategy for reviewing the 
following functional areas from both a program and regulatory 
perspectlve! 

a. Position Management and Position Classification* 
b« Staffing (^liictudlng merit promotion)* 

c. Employee Rela^ons. 

d. Training. 

e. EEC. 
f* LMR. 

2. Program Review Questions: 

a. What information do you need to know about actual FSPA 
operations of each cited personnel program area in order 
to conduct a review? 

b« How much do you already have as a result of presurvey 
analysis and interviews? 

c. How would you go about filling the gaps? 

3. Regulatory Review Questions: 

a. What FSPA personnel documents ( records » act ions ^ reports « 
folders) are to be made available for review? 

b. Where would you concentrate your personnel action reviews 
(organisiatlonal location)? Why? What type of actions would 
you look for? Heavier review of any one type, e#g#> 
promotions, appointments, etc*? 

c* Where would you concentrate your classification reviews? 
What kinds of positions would you look at? Why? 

4. Team assignments can be worked on one of two ways, but the final 
choice is up to the teams* 

a* First, members work individual ly on basis of personnel 
areas for which they have been responsible in the course* 
Then, as a team, construct the group solution* 

b» Work as a team throughout to construct the group solution. 

5. Report results to the class and discuss. 

lU Discussion with Functional Chiefs 

I. Each team will choose two members to assume roles of the 
Personnel Officer and the EEO Officer « 

These two Individuals will receive role play instructions (Program 
Review Role Plays 1 and 2)» study roles brief ly» and receive 
additional oral Instructions from the course director* 

3* Then they will move on to another team, there to be interviewed 
on personnel program area issues cited earlier (see above). 

4. The team decides If one person conducts interviews or if all 
ask questions for their assigned program areas. Use handout » 
Some Suggested Program Coverage (^estlons^* 
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» > . * K*j» y ltw^ ^ ^ t P ru mutiu Act ions (Opttona ^l) 

I, bVich learn will examine information on merit promotion to (1) 
idiintify questionable upet !:ing procedures, and C2> identify 
anv u ^ulati),-v vltilat. iuns ur irregularities, 
rhi^ Inf ormnticni includes: 

Merit ProimHion Survey Information* 
h. Highlights of the FSPA Central Region MPP. 
Cm FSPA Vacancy Listings. 
J* FSPA Viicancy Announcements* 
FSPA SF 50s. 

i» ivam reports on findings for class discussion* Workshop concludes 
with general analysis of FSPA Regulatory Review Summary* 

PROBLEM IDEN'l IFICATION AND SOLUTION 

U Lisi all concerns thus far noted and locate in appropriate program 

areas. 

2* Further separate concerns (situations) into two categories: 

a. Those that appear to be symptoms or effects of more basic problems. 
b» Those that appear to be the principal concerns* 
c. Eniablish rough priority order for dealing with each principal 
concern. (High - Moderate - Low)* 

3. Rt,*fer to handout, Problem Identif ication-Solution Model, to analyze 
as many high priority situations as possible in the time allotted, 

^. Also use Problem Analysis Worksheet as a working guide* 

5r Work individually and/or as a team. 

6, Be prepared to report to the class on one or more problems as requested 
by the instructor, 

PREPARING FOR THE CLOSING CONFERENCE 

Prepare ^ report of findings and recommendations to be used for an oral 
closing conference with the Regional Director. 

1. Outline major Issues and problems to be covered and solutions you 
will recommend. 

2. Determine how you will organize the material to motivate the manager 
to implement recommendations* 

Determine which presentation approach to use and how responsibilities 
will be divided. 
4„ Conduct a dry run if time permits, 

CONDUCTING THE CLOSING CONFERENCE 

U Each team leader and key assistant^ s) present closing briefing to 

another team. Remaining team members assume roles of top management 
officials in the closing conference with the visiting team leader. 
Management officials will ask for any necessary clarification and 
qttestion any findings which appear questionable or unsupported. 

2. At the conclusion, management officials provide a brief critique to 
the team leader and key assistant (s) . The team leader and assistant (s> 
return to their team and present the highlights of the critique. Use 
the Closing Conference Critique form* 

3. All teams report back for general discussion* 
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MErraoDs of organizing and presenting writtbn reports 

1. Each team (1) establishes objectives to be achieved through the 
report, (2) selects or creates an appropriate report format, and 
(3) prepares a brief report outline based on their closing 
conference notes. Be prepared to explain the basis for your 
format selection. 

2. Each team trades its report outline with another team. 

3. Use Student Worksheets Report Outline and Wtitten Report 
Critique. 

FOLLOWUP AND IMPACT ASSESSMENT PROCEDURES 

Each team will construct a plan for followup and impact assessment of 
FSPA Central Region based on information developed in previous workshops. 

1. Determine whether formal followup of FSPA Central Region is 
warranted. 

2. Determine if other followup techniques we have not covered might 
be appropriate. 

3. If formal review is warranted, how will you structure it? 

4. Reconvene with entire class for analysis of results. 
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EVENING ASSIGNMENTS 



FIRST Nicin: 

i« Review Section C, Opening Conference, pp. 38*40, and Section £» 

Onsice Activities, pp. 40-42, in "The Survey Process," FBM Supplement 
(Int.) 273-73, Book I, Subchapter 3. 

2. Read Sample Opening Conference Outline. 

3. Read Tasks A-B-C-D of Interviewing Section in Behavioral Blueprint, 

4. Read Sample Interview Guide #1. 

5. Read Sample Interview Guide #2. 
6* Read Role Play Instructions. 

7. Read Workshop Instructions. 

SECOND NIGHT 

1. Read CSC Operations Letter 273-702, Revised Guidelines for Regulatory 
Coverage of Classification and Staffing. 

2. Read Tasks A-B-C-D of Personnel Administration System Review Section 
in Behavioral Blueprint. 

3. Review Problem Identification-Solution Model. 
THIRD NIGHT 

1. Review Sample Closeout Notes. 

2. Review Subchapter 3-5, pp. 49-53, and Subchapter 3-6, pp. 53-59, in 
FFM Supplement (Int.) 273-73, Book I, 

3. Read The Written Report. 
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THE GOVERMMENTWIDE PERSONNEL MANAGEMEOT EVALUATION PROGRAM 

QUIZ 

1. T F Personnel management refers specifically to the programs, 

systems, procedures, and techniques used or developed by 
personnel specialists to help managers carry out their basic 
management responsibilities and their legal, regulatory, or 
other public policy obligations, 

2. T F One important Federal personnel management objective la to 

establish and maintain a career system to provide opportunities 
for advancement through training, education, development, and 
utiliaatlon in accordance with employee interests and abilities. 

« 

3. T F Personnel management generally flows from three major centers 

of responsibility: top management, the first -line supervisor, 
and the personnel office. 

4. T F The role of the personnel officer or specialist involves acting 

as a buffer between management and employees. 

5. T F The three major elements of effective agency personnel management 

are (1) planning, (2) operations, and (3) evaluation. 

6. T F Both agency personnel management goals and the evaluation plan 

should be stated in writing. 

7. T F The Civil Service Commission sets mlninnim and maxiimim requirements 

for agency personnel management evaluation systems. 

8. T F Agency personnel management evaluation capabilities need exist 

only at the headquarters level. 

9. T F The prime purpose of the Civil Service Commission personnel 

management evaluation function is to police agency personnel 
actions. 

10. T F The Civil Service Commission now stresses a more active, more 

direct, and continuous agency role in the -evaluation of personnel 
management, with the Commission tailoring its direct review of 
agency personnel operations, to complement the effectiveness of 
existing agency evaluation systems. 
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THE GOVERNMEMTWIDE PERSONNEL MANAGEMENT EVALUATION PROGRAM 

QUIZ 



Scoring Key 

1. False 

2. True 

3. True 

4. False 

5. True 

6. True 

7. False 
8* False 
9* False 

10 • True 
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RESPONSIBILITIES OF PERSONNEL MANAGEMENT EVALUATORS 



Personnel management evaluators have certain cotton responsibilities wherher 
they be agency or ClvlL Service Commission personnel* This applies equally 
whether the evaluation assignment is full or part-time and whether the 
evaluator is a personnel specialist, an operating manager, or a staff 
specialist from another field. 

PROBLEM IDEtrriFICATION. Using a variety of methods, the evaluator gathers 
and analyzes Information upon which to base judgioents about the effectiveness 
of personnel management at the establishment, bureau, or agency level. The 
analyses are aimed at identifying existing or incipient probleois in personnel 
management, especially as they may have an adverse liqpact upon nission 
accomplishment. 

INFORMATION COLLECTION. The gathering and analysis of information during an 
evaluation are not aimed solely at the identification of problems. The 
evaluation process is also a means of determining the status of particular 
segments of personnel management. The evaluator thus has a responsibility 
for special purpose information collection. 

LEGAL AND REGULATORY REVIEW. The evaluator examines individual actions taken 
under delegated authorities, including position classification and job 
grading actions and a variety of other types of personnel actions. The 
review of personnel actions is first of all a check of compliance with 
applicable laws and regulations. The evaluator does not lio'.t this review 
to issues of compliance and correction, however. Informatiot* relevant to 
the substantive evaluation of personnel management is derivable from the 
examination of cases and often provides useful indicators of root problems 
in the roles of managers and supervisors. 

PROBLEM SOLUTION. The evaluator does not simply identify problems and leave 
their solutions to others. His responsibilities include a key role in 
formulating or helping to formulate courses of action which will solve 
identified problems and improve the quality of personnel management. Nor is 
the evaluator '8 responsibility necessarily fulfilled when the officials with 
action responsibility have agreed upon appropriate actions. The evaluator, 
at the initiative of the evaluating organization or of the organization 
surveyed, will, at times, return to followup on progress and assist in 
achieving further improvement. 

ADVICE AND ASSISTANCE. During the many contacts with employees, supervisors, 
managers, union representatives, and personnel staffs which occur in the 
evaluation process, the evaluator frequently encounters or is asked about 
personnel management matters which may not be directly connected with the 
problems being identified in the evaluation itself. He has, however, a 
further responsibility to provide advice and assistance on personnel 
management, by explaining policies and programs, and by stimulating imple- 
mentation of new policies and methods. 
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PERSONNEl, MANAGEMENT EVALUATOR TASK STATEMENTS 
PRCX5RAM OPERATION ASSIGNMENTS 

Identified and selects the most appropriate evaluation meChod(8) onsite 
evaluation survey, personnel questionnaire survey* management self -evaluation 
reports, manageinent conmiittee evaluationSi, and goals aecotiqplishjMnt to u&e 
in assessing personnel 1 iBanagement effectiven^iSg^ 

Consults with installation personnel and man«igenient officials in order to 
evaluate personnel management goals and programs* 

Supervises team activities through all phases of the onsite survey process* 
(Team leader only» ) 

SURVEY ASSIGNMENTS 
Presurvey Planning 

Assigns program coverage to team members according to level of abilities* 
exper: v.nce* training, interest* (Team leader only*> 
Reviawb appropriate written material to obtain thorough knowledge of 
mission, operating programs^ and personnel management activities* 
Schedules and requests advanced information from appropriate data sources* 
Administers questionnaires to managers* supervisors* and employees* 
Interprets advanced information units and questionnaire results to identify 
potential problem areas 

Develops or participates in developing the survey plan to be used in onsite 
work* 
Onsite Survey 

Conducts/participates in opening conferences* 

Conducts interviews onsite: manager* supot visor, employee* employee 
requested, employee representative* personnel officials* other technical 
staff members* 

Reviews personnel program operations to ensure compliance with applicable 

laws* Executive Orders* rules* regulations* and policies* 

Conducts classification review: selects audit samples, reviews position 

descriptions and evaluation statements* onsite audits* etc* 

Identifies personnel management problems; determines cause or combination 

of events that produce the condition specifically described in the 

problem; determines possible solutions and discusses them with management 

in order to motivate corrective action. 

Coordinates onsite findings with other team members and prepares material 
for team discussions* 

Conducts/participates in closing conference* using visual aids* materials* 
and notes that will provide maximum impact. Discusses significant high- 
lights* we^'.nesses* and recommendations with top manager* personnel 
officer, and other key staff. 
Written Report 

Prepares the formal written report (in all or in part) including supporting 
information for any suggestions* recommendations* or required actions* 
Followup and Impact Assessment 

Follows up on installation compliance reports by phone or correspondence* 
Conducts assistance visits to installations to provide advice and 
assistance. 

Conducts/participates in followup reviews* 

Assesses effectiveness of corrective actions taken and recommends 
appropriate changes in actions or in objectives. 
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PERSONNEL MANAGEMENT EVALUATOR SKILLS/KNOWLEDGES PROFILE 



Personnel Management F\inctions and Prottramg 



Staffing 

Maiifiower Planning 
Recruitment and Examining 
Selection and Placement 
Reduc t ion - in - force 

Position and Pay Management 

Work Organization and Position Management 

Classification*GS and HQ 

Pay and Benefits Administration 

Workforce Utilizat; on 
Employee Relations and Services 
Performance Management 
Adverse Actions and Api>eals 
Labor -Management Relations 
Occupational Health and Satety 



Traintntt and Davlowiien£ 
Assataing Training Neildf 
Developing/Adttiniatarlng 

Training Programa 
Utilising Training Raaourcea 
Evaluating Training Results 

Equal EiiPloyaant Opportunity 
Affiraativa Action 
Upward Mobility 
Complaint and Counaaling 
Proeasaes 

Records and Raporta 
Peraennel Racorda and Files 

Personnel Action Coo^liance 
Reporta 



^tena/^ement. Evaluation, and Basic aackyound Recyiramanta 
Basic Backftround Knowledyte 

Principles and Practices of Public Administration 

Principles and Concepts of Public Personnel Administration 

Applied Behavioral Science 

Legal and Regulatory System and Requirements 

Structure of CSC-Agency Relationships 

Management of a Function 
Management Coordination 

Program Planning* Development, and Evaluation 

Personnel Management, Supervision, and Staff Development 

Labor -Management Relations, Negotiation, and Administration 

Evaluation of Prcyram Management Effectiveness 

Development and Assessment of Internal Evaluation Systems 

Planning and Conducting Evaluation Surveys 

Factfinding Methods and Techniques 

Data Collect-ion, Measurement, and Analysis 

Problem Identification and Solution 

Legal and Regulatory Compliance 

Consultative and Advisory Services 

Reports and Presentations 

Evaluation Program Management 
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XAG-266 Subcoonittee on . 
Training for Evatuatio*i 

BEHAVIORAL BLUEPRINT 

Job: Personnel Manegement/AdminiscrACion Evaluacor 

Duty: Interviewing 

Task A: Interview various personnel in such a way as to 
effectively^ efficiently, and accurately obtain 
information. 

Elements: 

1. Know how to listen. 

2. Manage the interview to gather inforiaation on the 
areas pertinent to the survey* 

3. Make careful notes. 

4. Be sensitive to tension in the interview. 

5. Put th« interviewee at ease. 

6. Pursue in detail artti which should be fruitful. 

7. Plan an Interview schedule , showing when and wha 
to interview. 

8. Handle confrontation or emotional situations which 
may develop. 

Task B: Interview key managers in order to determine the 
leadership, support, and reaponsibility exercised 
by them. 

Elements: 

1. Select an approach which will reveal how each 
manager perceives his personnel management 
responsibilities, the problems he encounters in 
meeting his management obligations, and what he 
has done or is doing about them. 

2. Emphasise success or problems in meeting objectives, 
rather than procedure or techniques. 
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3. Cover the areas indicated by the team leader or 
interview guide, if provided, while also 
reflecting the concerns of the key manager 
interviewed. 

Task Cj Interview a sampling of employees and supervisors. 
Elements: 

1. Select a sample of supervisors and employees 
to interview. 

2. Know when the sample can be curtailed or needs 
to be expanded. 

3. Explain the survey and stress the confidentiality 
of the interview. 

^. Develop useful information on the knowledge, 
authority, and performance of supervisors. 

5. Be aware of, and sensitive to. Invasion of privacy, 
over-generalisation, personal employee problems, 
and pursuit of cases. 

Task D: Interview officers of local employee organisations. 

Elements; 

1. Seek out appropriate, designated representatives 
to obtain their views. 

2. Limit the discussions to an exchange of Information. 
(Discussion of Individual cases, except for lllus> 
tratlve purposes, should be avoided.) 



Duty: Personnel Management Problem Identification and Solution 

Task A: Identify ^personnel management problems by distinguishing 
between the root problem and symptoms. 

Elements: 

1. Identify and define the problem as specifically 
or precisely as possible utilizing available 
materials, e.g., questionnaire and Interview results, 
dflt», records, etc. 
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2. Search carefully £6r certain kinds o£ facts 

chat will draw a boundary line around the problem 

Task B: Determine the true cause » or ccmbination of events 
that produce the condition specifically described 
in the problem. 

Elements: 

.1* Determine how many of the ^'problems'* are actually 

symptoms. 

2. Identify most likely causes by testing tentative 
cause and searching for any exception that can 
be found to the possible explanation of the problem. 

Task C: Once problems have been identified and causes isolated, 
determine possible solutions and recommendations and 
discuss them with management. 

Elements: 

1. Determine how the various personnel management 
programs can be employed in the solution of the 
management problem. 

2. Develop realistic, practical, and economical 
solutions by defining objectives and developing 
several alternatives. 

3. Fix responsibility and gear recommendations to 
that level of management at which responsibility 
lies and at which corrective action should be taken. 

4. Discuss the problem, causes, and recommended actions 
or alternative actions witn management. 



Duty: Personnel Administration System Review 

Task As Review the planning, management, and operation of 
personnel functions. 

Elements: 

I. Examine statements of functional objectives, plans, 
projections, local instructions, and other 
pertinent documents. 
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Discuss the status of the functional program 
with the functional ho/*rf tn terms of the 
evaluation handbook tions and any loca! self- 
evaluations that have ueen conducted. 

Examine required files of operating documents 
pertaining to the function, e.g., position 
description flies, applicant supply files, 
training evaluations, course records, etc. , to 
determine if they have been established and adhere 
to applicable requirements. 

Consldijr trends In findings, preliminary indications 
of prcMens, and significant cases. 

Bring tbosQ trc^nds, etc., mentioned In A, above, 
requiring the special attention of other team 
members to their attention. 

Communicate Informally with functional specialists 
and the functional head during the evaluation 
process to verify facts, test possible solutions, 
and where possible, motivate intetim action. 

Sort out, analyse, and categorize all data collected. 

Task B: Review selected personnel action cases to determine 

whether legal, regulatory, and procedural requirements 
have been met. 

Elements; 

1. Select a sampling of cases which is representative 
of the actions processed during the past year. 

2. Exercise considerable sensitivity and judgment in 
looking at selected cases in terms of conformance 
with merit principles and good management practices. 

3. Determine the preliminary results of the regulatory 
review and discuss tham with the team leader and 
other team luembers as indicators of possible 
problems which may Impact on a portion of or the 
total personnel management program of the activity. 

4. JBxpand the original sample, if necessary. 
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Ulscuss individual cases with functional sp^c^aUs^s 
or functional head(s) to obtain or verify facts and 
gain insight Into the technical competence of staff 
and internal workings of the office. 

6* Assess the final results and categorise defective 
cases as violations, regulatory errors, or record* 
keeping errors* 

7, Motivate personnel office staff to imnediately 
cofnuence action that will result in io^rovement of 
total personnel action processing as well as 
correcting individual actions. 

Task C: Review selected positions, position descriptions, and 
supporting documentation to determine whether 
classification actions are in accordance with CSC 
standards and guidelines and reflect effective position 
{nanagement practices. 

Elements: 

1. Review sufficient position descriptions and supporting 
documentation to assess on a prima facie basis the 
accuracy of assigned classifications* 

2. Review simultaneously personnel listings, organisation 
charts, functional statements, delegations of 
authority, manpower, or other reports for clues to 
possible duplication, over Up, fragmentation, and 
excessive numbers of supervisors. 

3. Select a sampling of positions to desk and/or 
supervisory audit, if appropriate. 

4. Discuss the results of the above reviews as potential 
problems or possible misclassifications. 

5. Gain agreement to the extent possible on appropriate 
classification actions. 



Duty: Evaluation Survey Team Leadership 

Task A: Plan and prepare for the personnel management evaluation. 
Elements: 

1. Determine the objectives and coverage of the survey. 
?f 69 
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2^ Notify the instdUatlon head* 

3. Establish ihe composition of the team, the assign* 
ments, and a work plan* 

4, Make provision for analysis of available data^ 
questionnaire ri^sults» ^/revlous reports, and other 
information. 

S* Communicate the results of 4, above » to the team 
member s# 

6« Insure that all members understand their role, 
sampling procedures, guidelines, and processes to 
be followed. 

7. Provide for administrative details, e.g., office 
space, interview schedules, and notification to 

employees. 

Task B: Conduct the survey. 
Elements: 

1. Inform the head of the Installation and the personnel 
officer and his staff of survey objectives and 
procedures in such a way as to engender a willingness 
for management participation in the evaluation process 
and to Insure an open two-^way channel of communication 
during the survey. 

2. Insure Interchange of information. 

3. Determine those things which must be pursued, those 
which should be exposed early to the personnel 
officer, and those which can be accepted as tentative 
findings. 

4. Prepare a closeout briefing, which will pinpoint the 
appropriate findings or combination of findings and 
requisite recommendations. 

3. Brief the installation head on the salient findings 
and recommendations* 

6. Lead a more detailed briefing of the personnel 
officer and his key staff. 
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7. Present the results in each Instance in such a 
way as to accurately characterise the status o£ 
personnel management and to motivate iraoediate 
steps to act on the results. 

Task C: Prepare the report. 

Elements: 

!• Provide guidance to the members of the team who 
are to write sections of the report. 

2. Insure that the report is reflective of the status 
of the areas covered and of the required actions 
and recomnendations agreed upon during the survey. 



Submitted: . 

Howard P. Harrison 
Subconsaittee Chairman 
August 14, 1973 
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EVALUATION APPROACHES 



ROLES OF EVALUATOR 
AND CLIENT 



SCm POSSIBLE DIFFICULTIES 
tfXTR EACH APPROACH 



Policeman Model 
Evaluator identifies prob- 
lem and solution, tells 
client to cofl^>ly. 


-* Resentment and resistance 

by client. 
— Lack of Client coomitment 

to iB^rovenent. 

Superficiality of problems 

and solutions. 


Doctor-Patient Model 
Client asks evaluator what 
is wrong with organization 
and what should be done. 


Client withholding and 
distorting information. 
Disagreement on diagnosis 
or client unwillingness 
to believe diagnosis. 
Recessive factfinding may 
be required to develop 
reliable solutions. 


I^r chase Model 
Client identifies Droblem 
and requests information 
or service from evaluator 


Client misdiagnoses prob- 
lem or fails to communi- 
cate it accurately. 
Client may not follow 
through on purchased 
solution (report). 
Client becomes dependent 
on evaluator. 


Helper or Process Model 


-- Evaluator may advance 
solutions prematurely. 
Client may be unable or 
unwilling to participate 
in the evaluation process. 

" Evaluator may not pass on 
evaluation skills to 
client. 


Eva lua tor's activity helps 
client perceive and act 
upon events in his envir- 
onment. Evaluator suggests 
challenging alternatives, 
client decides. 
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PLANNING THE 
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CONTENT OF THE NOTIFICATION LETTER 



The scheduling letter to the manager of the establishment to be 
evaluated should contain at a minimum: 

The purpose* dates, and coverage of the survey, 

--An expression of willingness to provide advice and assistance 
on personnel management matters, and a request that BMnage- 
ment identify and be prepared to discuss any problems on 
which the evaluation team should concentrate. 

A reminder to management of the need to notify the labor 
organization with which they normally do business and all 
employees (see CSC Form 926). 

A request for information needed from the activity prior to 
the onsite survey. (See instructions for use of advance 
information units, appendix B of this 

Since the establislvnent head may or may not be aware of our nationwide 
plan coverage* it is important that adequate emphasis be placed on: 

The specific program areas to be covered. 

Any local coverage different from that in the nationwide plan. 

Particular attention should be directed to the wording and emphasis of 
notification letters. As appropriate* letters of notification addressed 
to the head of the establishment should be characterised by: 

>- Warm> personal language expressing interest in gaining an 
appreciation of agency problems related to personnel 
management. 

Specific comroents reflecting knowledge of the agency *s personnel 
management program. For example, reference to previous 
evaluation findings or information on progress or difficulties 
which have come to the attention of the reviewing office since 
the last survey. 

Bcevitv . One useful technique is to use personal letters to 
the agency head with detailed information given in attachments. 
The attachments can be distributed to agency offices or staff 
with delegated program responsibility. 
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PRESURVEY FROEO^EM IDEIiTIFICATXON 
I. PROGRAM AREAS TO BE COVERED 



II. AREAS OF APPARENT STRENGTH 



XII. POTENTIAL PROffl.£MS OR AREAS OF CONCERN TO BE ESB^ORED ONSITE 

PROBLEM INFO SODRCE 



IV. LANS FOR SHARING QUESTIONNAIRE RESULTS 
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U. avu. SERVICE C0MMt$S»3N 
SURVEY or PeRSONNCt MANAOCftlENT 



EMFtOYEE (HIESTIOHNAtltC 



Tills q^MtiOfmtlf* It pMt o( • p*f«ea«i mmcg^iRfRt muvty Mnt cofi4itet«4 fay 
itm CMt SMvlce CotRrnhMlen and yoar tfcitey. Ve iiMnt to find o«t» fieii ^ 
qEiitMiotinaii»» how (MBptoyMt took at {HKioaRd muiHfmint nuitctit that aHact 
tfitir jeba* Your «oo^ratian in osmpictittt thla qatatfoiw ai ft wilt halp to itiiiif* 
tiiat aa^H^y** yivw at* fully c onaklaw K l in mir ovarall avaluatioa* 

thte la not a taat with tight or wtont 9itmimn» that you aaawtt to any vtalloA 
wtU ha kapt atHctiy oonfldaRtf al» and wo aak that yott DO NOT SIQN YOim NAMS. 
CsMptatad ^laatiamiaifaa wit! ba tabidatad and anatymd hy thaChrit Sacvlct 
Cmaaiiaaioa and only aaaiMaHaa will ho laviowad to halp in ptanolBt any natdod 
IwyiPVfiHfuti in p^iMWid iiiM#£Mi€(it# 

Road oach ^laation cawfoUy and dadde how yoo feat ahoat it. Chooao tht 
anawtr doaaat to your opinion and aarft (X) tht tea naxt to that atawtf. If jro*» 
laal tht anawar la ytt or araatty yat, maik yat. If tht anawtr it no or woatly no, 
aMfctto. tfyottitatty cannot dacidaahoot a ^aation.marittha hex. Pttaae 
maik mily ont anawtr for taeh <|uaatiQo* 

You nay eooiplatt tht qMtatiofinaira on wocfcing tiait or tafct It hoaift with yot. 
Pttaaa maU oa tha eoa^ttad qaaatiottnaitt in tht attachtd tnvtlopt within 
48 hottta* 

Thank yott for your hntpt 
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t. Ham lont (wvt yoii woilifd for yeut lincy? 

QLtMthM 2yttM 

□ 2 » 4 ytii* 

Q S to 10 ywf • 
Q 11 to 20 yt«f« 

Q Mor» thm 20 y«Of» 

m 



2. Whfl it your pty c«t*t»(y? 



O OS (G«fMMt ScMuto) 

0«G. ffL. WS<W«itSy«Mi) 

w 

□ Othtr 



3. Ihtt i» your curtmt p«y gtatft? 
(OS. WG, WL* WS, or othtt) 



4. V^at tt your hig^•■t tevtl of •duettiofi? 



Dl»^ 

Dstoo 
D9t» n 

D 12 to 13 
n 14 Of above 



Lttft than tehool 
Atttndtd ttchfiicat 

VMttkMll Of 

Bachelors dl«gr«e 



D 
D 



D 
D 
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Lets than 6 moatht 
$ month* to 1 year 

1 to 2 yean 

2 to 3 y tart 
Kof» thtn 3 yttr* 



D 

□ 

D 

9 



6. How long htt it bttn ttnce you wttt 
pfonoted to t hi|^tr f rade in yout 
tftncy? 



Ntvtr 

Let* than 1 yttr 

1 to 2 yearn 

2 to 3 yeart 
Mow than 3 yeart 



7. Are you a supetvisor? 



Place M '*X" in the box by the answer vhich ia moat neaiiy tiuet 
In your opinion: 

8. Do you leflttlarly receive dltectiont and woik attiffisietttt 
from more than one pcraon? 

9. It your pay fair for the job you do? 



X I. Are you able to tat advice on woifc method* and ptoblema 
when you it? 



12. Am you able to find out the thing* you netd to know about 
your job? 
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YES 
□ 



NO 

(V 



YCS 

O 


f 
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NO 

□ 


YES 

□ 
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□ 


NO 

D 

O) 


YES 
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D 


NO 
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(Si 


O 
(t) 
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YES 

□ 
(i) 




NO 
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13. Have you received tteiiiitiK fiom your agency? YES ^ 

14. If yest has this training made you more effective on your job 

or better prepared for promotion? YES ^ 

15. Are you satisHed with your opportunities for promotion? V€S ^ 

16* Are you able to find out the thinga you need to know about 
promotions? (Such at job openings, ways of being 

considered* experience and training reiptirementa» etc.) ves ^ 

(i) 

17, Do you have the oppottur ity to gain experience or training 

for hidiet level work? YES ? 

O □ 

IS. Do you think that promotions are givm fairly? YES ^ 

19. Do you have a clear idea of the quality expected 

in your work? YES T 

20. Are you encouraged to develop your skills and abilities? gS ^ 

in ii> 

21. Are you given credit when you do a job well? YES ^ 

22. Arfe you notified in advance of changes in policy or 

pn^cedures which will affect your job? YES ^ 

23. Are you asked for your comments on proposed chanv»s? YES t 

24. Is ther« enou^ ccMoperatiofi in csnying out the wotk? YES ^ 

(i> (i> 

25. Do people feel free to discuss tiieir disssasfsctiORS with 

supervisors? YE5 ^ 
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people you wofk with gtnetilly do • (ood job? 


YES 


□ 


NO 

n 




Are people you wotk with tmp^i: . ;g their job petfotmance? 


YES 

□ 
ft) 


□ 


NO 

O 




Am there enough people wheie you work to do the Job ri|^t? 


YES 

(t> 


? 

□ 

(2} 


NO 




Are you making good use of your akitls and abilitiea 

on your Job? 


YES 

(t) 


f 

U-J 


NO 




Are you doing the kind of work that you like to do? 


YES 

fi; 


? 


NO 

(Si 


31. 


Do htf^'^T !<»vel f'^pV yeet do too much lower level work? 


YES 

1 1 


? 

□ 


NO 


32. 


Are you given enough work to do? 


YES 

(□ 
fO 


? 

□ 


NO 

u., ; 


33. Ate you given too much work to be ebte to do a good job? 


YES 
□ 


? 


NO 

n 


34. 


Ate you uauaily able to take annual leave whan you need to? 


YES 


T 
□ 


NO 

n 


35. 


Are people up the line interested in ideas about better ways 
to get the work done? 


YES 

t3 
tt} 


7 

EH 


NO 

f.?> 


36. 


Does your agency mdce improvements in methods 
and operations? 


YES 

a 


7 

o 


NO 

fi> 


37- 


Do you receive conflieting work aasifnmtnts? 


YES 

O 
ft> 


7 

o 


NO 

r*> 


38. 


Is work planned before it is started? 


YES 

n 

w 


t 

D 

(i> 


NO 

□ 


39. 


Are you kept pretty well tnfonaed of how you ate doing 
on tiie job? 

• ►•^ 


YES 

a 


□ 


NO 

CD 
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40. Am you aUow«d to try new worii mothod* on th* Job? 



4t. Do you have enou^ say in how to do your wofk^ 



YES 

D 


f 

D 


NO 

□ 


YES 




NO 



42. Are you required to get apprQval for decisions you should be 
«b!e to make yourself? 



YES 

D 



NO 

n 



43. Are policies in your office regarding the ote of tick leave fair? YES 

□ 



D 



NO 



44. Do you think that, overatH, your orfantistioR is doing » 
good iob> 



YES 



T 

O 



NO 

n 



Vottid you rate tlie following satisfactory at your job location? 
4S. Safety 



YES 
□ 



NO 

EZ3 



46. Work materials and equipment 



YES T NO 

□ n n 

nt '3t 



47. Uf^ting 



YES ? NO 

D D n 

fi; fSD <•» 



48. Cleanliness 



YES 

(t> 



D 



NO 



49. Eating facilities 



YES 

a 



NO 

D 



S^. Transportation 



YES 

o 



6 



NO 

D 



St. Health services and first aid 



YES 

Q 



f 

O 



NO 

a 
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Use this page to m«ke any comments or auggMtiona* If your commmts relate to a 
specific item in thia qiieattonnaite» pltaae ahow the iiaeation fiumber^ 
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BEST CORY mum N 



FEDERAL SOUR POWER ADHlNlSTRATiJN 
ADVANCE INFORMATION UNITS 

NOTIFICATION OF EMPLOYEES AND LABOR ORCANIIATIONS 



Please notify employees, and the representatives of employee unions and associations with which 
you nomjally do business, of the dates of the evaluation survey. 

Cenf qj 

One person in your organization should be designated in the notification as coordinator for those 
desiring to talk with members of the survey team. Please make clear, however, that our advisors 
may be contacted directly during the review. The notification should explain how and where 
advisors may be contacted during the review and that since they will probably be conducting the 
review away from the specified office during much of the time, early mamiog would be the best 
time to contact them there. We also request that you inform employees that they may contact the 
advisors through their offices by writing to: 

FSPA Hqs. Bersonnel Evaluati on Vn±t 

Attention: I>M> Team Leader To minimi«e any possible con- 

flicts, emphasize that requests should be received as near the beginning date of the evaluation as 
possible. 

Notificetien to Employee* 

Indicate that our survey team will be available to receive any information employees feel would 
benefit in conducting the evaluation. Also Indicate that our advisors will not be in 

a position to take action on individual grievances or other problems of an individual nature, but any 
such information will be used in evaluating the personnel program and in detennining the need for 
possible improvements in personnel management. 

Netificotiow Employee Unlont and Atgectotten* 

Arrangements should be made with representatives of all organizations to which you have granted 
recognition under Executive Order U491, as amended, to meet with our advisors during the survey. 
Any information which these representatives consider to be relevant to the survey will be discussed. 
The survey team will be especially interested in activities under the Labor-Management Relations 
program and in other matters of significant concern to employees. 

Please retain a copy of the letteis or statements used to notify employees and employee 
representatives for the survey team. 
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FKDERAI. SOLAR POWER ADMINISTRATION 



GENERAL SURVEY INFORMATION 

{Pleose respond to those ttems checked) 

M in«Rer''; st«<tf^nfnt of any kiMwn p».>rsonnt»l m.tniigt'ment prtjbletns at his activity which 

^'ommis'iiun a . uance coiild aid in solving. 

Lag ir. siai'finK ^he new Direct Federal Program is resulting in 

cielny .". in" hitf^TiniT product! ion ixmfeiable , We ha vie recenc I y exper ienced 
problems in locaiing highly qualified physical science techriiicians^ 



PLEASE 
FORWARD 



AVAILABLE 
ON AFiRtVAL 



OtSCUSSlON 
MATPIRIAL 



•0 



1. Please furnish the following information: 



• current activity mission statement with summary of changes 

over the past 2 years. 
See Case Study 

- current position listing broken out by organisation, officia! 

title, series and grade. ^ 
FSPA Response; see organization charts 

- organi^at^on charts accompanied by a statement of the 
activity head's currently delegated personnel management 
authority. See case study for delegationsu 

FSPA Response: organisation charts att.<jclied 

- organisation functional statements* 

FSPA Response: functional statements acrachen 

* listing of tenants^ satellites or field activities serviced. 

FSPA Response: none 

significant internal personnel management reports^ studies or 
surveys made by your installation during the last two yeur^;. 
FSPA Response: none 
>. Plea.se complete the following: 



End of 
FY 



71 



FY 72 FY 73 



Last 
Month 



a) Full-time civilian employees 



1) General 
Schedule 



185 



175 



375 



420 



2) Wage 
(jfude 

3) Other 



0 



0 



0 



0 



i) 



b) Part-time or 
intermittent 
civilian 
employees 



0 



0 



ERIC 



c) Total 
Civilians 

.1 97 



185 



175 



'377 



BEST con inwuB^ 



DfSCUSStON 
^l i AV.v ..ABLE MATERIAL 

'VAr »; ON .►^RfVAi. ONLY 



d) Averap;e OS 

e) Supervisory 
ratio at the 
activity 

f) number of 
worker trainee 
or GS-1 employ- 
ees at the 
activity 



10.14 10.15 9.33 \.'iO 



1:8 i:a t:U 



0 



17 1 . Kl lH 3. If established, please describe any average grade ceiling or 

controls existing at the activity. 

d] 4. Based upon actual figures or be:it estimates, please provide 

the following personnel action totals for the year 
ending: O ctc 1973 (tlu n? i ' . the month befcre 
' ( month /vK^^ ^ he cnsiri fcvif?w) 

- • career or career*conditional 
appointment ^including con* 

versions to), HS 



- • FSEE or MI hires. 

- • TAPER and temporary 

appointments outside 
register* 

- * all other temporary 

appointments, 

• • excepted appointments* 

a. Summer Aids 

b. Veterans Readjustment 
Appointments 

* - transfers in. 

- • reinstatements (including 

conversions to). 



16 



15 



25 



reemployments. — 

40 



- • promotions 
a. competitive 



10 



ERLC 



^ b. career 
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PLf.AU' . . . ^ 



\ ! SUV rt'fisi^ns 



numbe^r of employes who 
* ro;>lrtrd wnitinft periods 
t*»i ^valim gracfe increases 
during the pa^t 12 months. 



number of personnel sepa* 
rated tinrinj?, probatit>n. 

.lumber of re^'om^Tiendations 
*ot ;|uahtv step irtOfe.'«seK 

f»endxnft. 

numb»*r of emplnvee*; in- 
ft»r'i<»fl in wfitin^ or of^iUy 
'H^ir Kuper\*!<?ors that 
worfc v/as nnt of an 
.*Ct *v»f:tb!e !**v^'l of 
' *.j'*'tefice. 

•';.:*>h#'f of etrplovefs who 
j*.f., . ;j wifhhaldtne 
• Mt.'ftcatuin. 



47 



r?IF actions (5;eparations, 
:urlt»ugb'>. resignations 
rf'tirement.^ in hea of). 

^'^nd^ton* ape rf?tirpmertts. .^^^ 



0 



0 



0 



0 
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■ I ' f*^".isf desrftt>e the natur'* «vf anv chanp^es in the size or organt- 

r'ifu^n of the mstaliation durinf^ the pttst two years. 

L_ 1 » '''' • P*' ^ t'^*" a /{e'^'f-riptTMn of the activity's program for 

• • vf#»w .vnd improvement of mfinpower uti!i;?ation» Include any 
^ ' .1 i;»>iirv fsfatements or ««^tudtes of utilisation, turnover, 
O ^ ' ..• •^♦•me, Hi«^k U*ave usage, etc. 



BEST COPY mum 



AVAILABLE MA 1 bRIAL 
ON ARRIVAL ONLY 



^ IXl 7, Citing number of pftrttcipants, please bnefly descn i ly 

fornuil training given dunn^^ the piist year to superv . in 
position management, classification or job gradmg. 

[Kl Piease provide examples of any s^i^niftcant stavingsi realised 

over the past two years as a consequence of improved 
manpower utilization* 

lZI 9. Citing number of participants, please briefly describe ai^y 

formal training given to supervisors in the acceptable lev^el of 
competence principle* 

O 10. Please furnish a \trA of all contracts under which contractor 

employees provide services, e»g», maintenance. operdtiori» 
repair^ to your installation on a fairly continuing basts. Con* 
tracts which do not require performance of such tasks and are 
limited to the procurement of material or a commodity should 
not be listed. Include the foMowinR information for each 
contract listed: 

- - a brief statement of the tyj.es of 

service performed. 

* • approximate annual cost of the 
contract. 

- - total length of time that the contract 

has been in existence* 

CI] please provide a statement indicating the length of time that 

the Activity Head, Personnel Officer and Equal Employment 
Opportunity Officer have held their respective positions. 
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Chart 

Federal Solar Power Administration 
Central City Regional Office 

Authorized Strength: 467 
Actual Strength: 424 





Office of the Regional Director 




I - Phys Sci Administrator, GS- 1301- 17 


I - Special Staff Assistant, GS-301-13 
I - Secret ary-Steno, GS-318-7 
I - Sec4- taty-Steno, GS-318-6 

1 - Attorney- Advisor, GS-905-15 

2 - Attorney- Advisor, GS-905-14 
1 - Secret ary-Steno, GS-318-5 

1 ~ PubliR Info Officer, GS- 1081- 15 

2 - Public Info Specialist, GS- 1081-12 
2 > Info Receptionist, GS-304-4 

Clerk-Typist (Trainee), GS.322-1 


Solar Energy 
Research Dlv 




..r. — 

Grants 

Dlv 




^ — i 

Compliance 

Dlv 






Technical 
Services Dlv 




, , „ 1 

Administrative 

Dlv 


See Chart 2 


See 

Chart 3 


See Chart 
4 


See atart 5 


See Chart 6 



X 



Design Dlv 



See Chart 8 



X 



Project Office H 



See Chart 10 



Office of Din 
Federal Consti 


met ion 


See Chart 7 

' '■ " 1 





1 



Solar Energy Dlv 



See Chart 9 



Project Office #2 



See Chart II 



X 



Project Office #3 



See Chart 12 



X 



Project Office # 4 



See Chart 13 
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Ch.irt #2 
Solar Energy Research Division 



I - Phys Sci Administrator, GS- 1301- 16 
I - Secrecary-Steno, CS-318-6 



TtiaiTt I 



1 - Sup\fy Civil Engr. CS~810-I5 

1 - Physicist, CS- 1310- 14 

2 - Civil Engr., GS-810-'4 
I - Safety Kn^"., GS-B03-13 

3 - Civil Kngr., GS-810-13 

1 - Electrical Engr., GS-850-12 

2 - Civil Engr., GS-810-12 

1 - Architect, GS-808-12 

3 - Civil Engr., GS-810-ll 

2 - En«. Technician, GS-802-9 

3 - Eng. Technician, GS-802-7 
I - Eng. Technician, GS-802-f 



I 



1 



Team 2 



1 - Supw Phvslciat> GS. 1310- 15 

2 - Physicist, GS- 1310- 14 
4 - Physicist, GS- 1310- 13 
I - Architect, GS-808-13 
I - Civil Engr., GS-810-13 

1 - Physicist, OS- 1310- I 2 

2 - Physicist, CS- 1310-11 

1 - Phys Scl Tech. GS-13n.«^ 

2 - Phy Sci Teeh, "GS-13U-8 
I - Phy Sci Tech, CS- 1311-7 
I - Phy Scl Tech, GS- 131 1-6 
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Chart #3 

Grants Division 



BEST COPY mum 



t - Supvy Civil Engr., GS-810-16 
I - Supyy Civil Eni^g.. GS«810«IS 



I - Seegetary-Steno, GS>318«5 



.Jii- J},^ ci .^^ Manai^em e nt Br in c h 



> rin anctal M^r^ GS-SU5'13 

- Accountant, CS-510-12 

- Accountant, G'.-5lO-ll 

- Budget Analyst, GS-560- 11 

- Acctff Tech, GS-525-8 
2 - Tech, f:S-525-6 



Grant Applications Branch 



1 " Supw Civil Engr* GS»aiO>l. i 



2 - Civil Engr, GS-810-14 

1 - Physicist, CS»1310-14 

2 - Civil Engr, GS-SIO-IS 

2 - Electrical Engr, GS.850^13 
2 - Safety Engr, GS-803-13 

2 - Architect, GS.808-13 
I - Physicist, GS. 1310- 13 

5 - Grants Manager, GS-1101>12 (2)* 

3 - Civil Engr, GS.810.12 
I •> Physicist, GS- 1310- 12 

3 - Grants Specialist, GS-llOl-ll^'f 



*Vacant Position 
Note: If more than one vacancy, 
number la in parenthesis. 
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Ksr conr m\Am 



Cliart f/4 



Compliance' ntvtsion 







SudW Civil Ensin»i^r nSi»R10«»16 






SuDW Civil Enfiineer. CS*»810*«15 












Civil Pn«>r C^.^Rtn.*!'^ 


I 




Physicist, GS- 1310- 15 






Architect. GS»808«14 






Electrical Engr, GS-850-14 






Safety Engr, GS.803-14 






Civil Engr, 08-810-14 






Physicist, GS- 1310- 14 


10 




Auditor, GS-510-13 (5)* 


2 




Civil Engr, GS-810-13 


2 


M 


Physicist, GS- 1310-13 


2 




Electrical Engr, GS-850-13 


2 




Safety Engr, GS-803-13 


2 




Architect, GS-808-13 


5 




Grants Administrator, GS-llOl-U (3)* 



*Vacant Position 

Note: If more than one vacancy, 

number Is noted In parenthesis. 
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Chart ^^5 
Technical Services Division 



1 ~ Technical Services Manager, CS~30I-IS 

I - Technical Services Specialist, GS-301-ll 
I - Secretary- Steno, GS-318-6 



ADP Branch . 

1 ^ Supvy Coraouter Specialist ^ GS>334«.13* 

I - Computer System Analyst, CS-33A-11 
1 - Computer Programmer, GS-334-ll 
I - Ccaputer Systems Analyst, GS« 334-9 
1 - Computer Programmer, GS- 334-9 
I - Computer Operator, GS-332-8 
1 - Computer Programmer, GS-334-7 
I - Computer Operator, GS-332-6 

1 - Computer Operator, GS-332-5* 

2 - Computer Aid, GS-335-4* 

4 « Card Punch Operator, GS-356-3* 

3 - Card Punch Operator, GS-356-2 (2)* 
2 - Card Punch Operator, GS-356-1 



Technical Publications Branch ^ 

1 - Supw Writer^ Editor. G$-I0a2-13 

2 - Writer- Editor, GS- 1082- II 
2 - Writer- Editor, GS-1082-9 
I - Llbrariaxi, GS- 1410-9 

I - Librarian Technician, CS-1411»6 
I - Editorial Asst, GS-1087-5 
I Editorial Clerk, GS- 1087-4 
I - General Clerk (Trainee) 

GS.301-1 



♦Vacant Position 

Note: If more than one vacancy, rq 
number Is in parenthesis* 

105 



ERIC 



^111 














N> 






1 


1 


1 1 










t? *^ 




O 




c 








a 












CO 












0 0 


5 




rt 






3 








3 3 


3 








r& ^ 


<T> 










»^ 




1 








:3 




o 




o 




ft 


t— 00 (JQ 










ft rt 










t • 






0 






n 






o 


















1 


(It 










o o 






f 


O 




o 




W 












1 


o o 


1 




00 


ON 




rs3 




t 




1 f 


O 








0 o 

1 1 


7" 

( 

1 — 





fNMl ^mm* ^ f<0 

I I I I f I < I I 



ERIC 



o ri o ri 



t 

rt 



t I 

3 

O ui 

- rt 



00 to 

44 



O 



O w O c/> 

c/> t I 

U> I— » 

N> N> fO 

I ^^ I 

t I 4> 



to 

Jj]^ 

• ^ P 
ft ^< 

3 

5 



3 'O 
C5u 0 



O 

t 

0 O u» 

C/) Ut 

t ♦ o 

1 I 



3 

3 
O 



o 

I-* o 



t 

o 
I 



I 

O 
» 



I 

o 

n 

CO 

< 

ao 



o 

CO 

I 

Ui 
4> 

I 



901 

Oil 









t 1 t 


1 


on 


< > C33 






one 






coo* 




rt 


n 0 oo 






3* C O 


ft) 




o :2 




n 


^ rt 








o 


3 


tn 3 3 


ht» 


O 


oo &> 












§ HVJ 






(ft 






3 O rf 


*^ 
















^ r 


o 




o 






o c/> t 


1 
















VJ1 N> O 


o 




i> ^ 1 


1 




O 1 






t 00 













o 



CO 

< 

o 
&> 

3 
3* 







1 1 i 


1 


w > w 


> 






n 9 c 


3 






(D 3 1^ 


P 


ft H» 








n rr B 


ft 


*< ^ Xi 




1 P 




CO rt 0 


ft 


rt M* ^ 

rt> < 3 


< 


3 o n> 




> 


o 

Hi 


O w O 








• 




U> ft • 


n> 




ri 


00 3 O 




1 rt 


O 




H* 


to 


o o 


1 


(/> m 


U) 


1 ^ 


4> 




1— • 




1 


»-* o 




1 cn 












a\ 




o 




1 

















niuj 








ft 










3* 








<^ 


< 








O 


"1* 
a. 


< 








(A 

















BEST ropY mmn 



Office of Direct Federal Construction 



1 




Supvy. Civil Engineer, CS-810-i5 


1 




Supvy, Civil Engineer, GS«810-14 


1 




Physicist, GS-1310-13 


1 




Admin Officer, 03-341-11 


1 




Secretary-Steno, GS»318«*6 


2 




Secretary-Steno, GS-318-5 


i 




Voucher Examiner, GS«540»4 


1 




Clerk-Steno, GS-.312-4* 


1 


•«> 


Clerk-Typist, GS-322-3* 


1 


m 


Clerk-Typist, GS-322-2 


2 




ulerk-Typlst (Trainee), GS-322-1* 



*Vacant Position 

Note: If there Is more than one vacancy, number Is In parenthesis. 
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Chart #8 
Design DlvtslQn 



BEST COPY AVMUBU 



1 - Supvy Civil Engr, GS-810-14 
1 - Supvy Civil Engr, GS-810-13* 



1 - Physicist, GS-1310-13 
1 - Secretary-Steno, GS-3i8-5 
3 - Clerk-Steno, GS-312-4 (2)* 
1 « Office Machine Opr, GS-350-1 



Design Unit 


I 


am 


Supvy Civil Engr, GS-SlO-13 


6 




Civil Engr, GS~810-12 


3 




Safety Engr, GS-803-12 


3 




Architect, CS-808-12 


3 




Electrical Engr, GS-850-12 


1 




Physicist, GS-1310-.12 


2 




Civil Engr, GS-810-11 


2 




Engr Tech, GS.802-10 


2 




Civil Engr, GS-810-9 


2 




Engr Tech, GS-802-9 


t 


•f» 


Engr Toch, GS-802-8 


1 




Civil Engr, GS-810-»7 


1 




Engr Tech, GS-802-6 


2 




Engr Tech, GS-802-5 


I 




Engr Tech, GS-802-4 


1 




tUork-Steno, GS-312-4 


1 


mm 


Clerk-Typist, GS-322-3 


2 




Engr Tech, GS«802-3 


2 


*m 


Engr Tech, GS -802-2 


1 


m 


Clerk-Typist, CS-322-2 


1 




Engr Tech, GS-802-1 



Drafting Unit 


1 




Supvy Eni;r In-aftsman, GS. 


.818-9 


1 


mm 


Supvy Engr Draftsman, CS- 


•SI 8-7 


4 




Engr Draft •^tnan, GS-818-6 




5 


«» 


Engr Draftsman, GS-818-4 




3 




Engr Draftsman, GS-818-3 


(2)* 


3 


m 


Engr Draftsman, GS-818-2 


(2)* 


2 




Engr Draftsman, GS-818-1 


1 



*Vacant Position 

NOTE: If there is more than one vacancy, number is in parenthesis. 
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BEST COPY AVAiUBLE 



Chart rA9 



-olar Energy Division 



1 - Supvy Physicist, GS-1310-34 



i - Civil Engr, GS-810-i2 

1 - Secretary-Steno, GS-318-5 

1 - Clerk-Steno, GS-312«5 



I « .Su|.vy Physlci-v. GS-1310-13 



1 ~ 
1 - 



Physicist, GS-UlO-i2 C2)* 
fcllu-ctrical Engr, 08-850-12 
»»hYs Sci Tt!ch, GS-1311-10 
Phys Sci Tech, GS-131U9* 
Ihysi Sci Tfch, GS-i3U-8* 
Phys Sci Tech. GS-UU-b* 



i'EAM 2 



1 - Supvy Physicist, GS-i 310-13 



5 - Physicist, GS-13iO-12 

1 - Electrical Engr, GS-8!S0-.i2 

1 - Phys Sci Teen, GS-13li-.K) 

2 - Phys Sci Tech, GS-lili-9 

2 - Phys Sci Tech, GS-.i3ii-.7 

3 - Phys Sci Tech, G3~13;. • -<> 
1 - Phys Sci Tech, GS-13ix-5* 



*Vac;i:i\ Position 

Ni' Kt if therf Is m»re than one vacancy, number is In p.»renth<;t;*i.s. 
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BEST COPY AVAIUBIE 



chart fMO 



Project Office 



] 




Supvy Civil Engr, GS-810-14 | 


L 




Satety Engr, GS«o03*»i3 




? 
1 




Electrical Et^gr, 








Cxvil Engr, 








Safoty Engr, GS-oU3-l2 




1 -> 




Electrical Engr, &S**850-12 




t 7 




Architect, GS-oUo-lZ 




\ 1 




Physicist, GS-13iO-12 




2 




Civil Engi-, GS-810-li 








Electrical Engr, GS-850-1] 




! 1 




Engr Tech, GS-802-10 


j 1 




Civil Engr, GS-810-9 




{ I 




Electrical Engr, G3-850-9 




1 1 




Engr Tech, CS-802«9 






Phys Sci Tech, GS-1311-9* 




i 




Admin Assistant, GS-341-9 




2 




Engr fech, GS-802-8 




2 




Civil Engr, GS-810-7 




I 




Electrical Engr, GS-.850-7 




1 




Etigr Tech, GS-802.7 




j I 




Phys Sci Tech, GS-131I-7 






mm 


Engr Tech, GS-802-6 (2)* 




j 1 




Supvy Clerk-Steno, GS-312-5 




2 




Engr Tech, GS-802-5 




1 3 




Clerk-Steno, GS-312-4* 




i ' 




Clcrk-Steno, GS-312-3 





*Vacatit Position 
KOI six If more than one vacancy, number is in parenthe&ls. 
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Chart #11 
Project Office ^2 



1 

A- 




Stinw Civil Enftr* rvS«»ftlQ»14 


1 






1 






4 






1 






2 






2 






1 




Civil Engr, GS«810-11 


2 


- 


! 1 




Electrical Engr, GS-850-11 


1 




Engr Tech, GS-802-10 


1 


m 


Civil Engr, GS-810-9 


I 




Electrical Engr, GS-850-9 


1 


m 


Engr Technician, GS-802-9 






Phys Sci Technician, GS-131I-9* 


1 




Admin Assistant, GS-34X-9 


2 


m 


Engr Technician, GS-802-8 


1 


m 


Civil Engr, GS-810-7 


I 




Electrical Engr, 08-850-7 


2 




Engr Technician, GS-802-7 


1 


m 


Phys Sci Technician, GS-1311-7* 


5 




Engr Technician, GS-802-6* 


2 


tm 


Engr Technician, GS-802-5 


1 




Supvy Clerk-Steno, 08-312-5 


2 




Clerk-Steno, GS-312-4 



*Vacant Position 
NOTE: If more than one vacancy, nitmber is in parenthesis. 

in 
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Chart #12 








Pro.iect Office #3 






1 . Supvy Civil Engr, GS-810-14 


L 


- Safety Engr» GS-803-.I3 






1 


- Electrical Engr, GS-850-13 






2 


* civil Engr, GS-810-12 






1 


- Safety Engr, GS-803-.12 






3 


- Electrical Engr, GS-850-12 






i 


Architect, GS-808-12 






3 


- Ph/slctat, GS-1310-12 






1 


- Civil Engr, GS-810-11 






2 


- Electrical Engr, GS-B50-11 






i 


- Engr Technician, GS-802-10 






1 


- Civil Engr, GS-810-9 






2 


- Electrical Engr, GS-850-9 






1 


- Phya Scl Technician, GS-1311- 


.<» 




1 


- Admin Assistant, GS- 341-9 






2 


- Phys Scl Technician, GS-1311. 


.8 




3 


- Phvs Scl Technician, GS-1311. 


.7 




3 


« Phys Scl Technician, GS-1311. 


.6 




2 


- Engr Technician, CS-802-6 








- Phys Scl Technician, GS-1311. 


•5 




1 


- Supvy Clerk«Steno, GS-312-5 






2 


- Clerk-yteno, GS-.312-4 








•■,6 
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Chart #13 



Project Office #4 



i 




aupvy wivii xsiiigrt yFa*'ojiu«'iH 


i 






L 






3 






3 


- 


Safety Engr, GS-803*12 


*> 




Crxecurxcai CingFi ifS>»ojv*jL^ 


2 




Architect, GS-808-12 


3 




Physicist, GS-1310-12 


3 




Civil Engr, GS-810-U 


1 




Engr Technician, GS-802-I0 


3 




Engr Technician, GS»802-9 


1 




Phys Set Technician, GS-l3n-9* 


1 


m 


Admin Assistant, GS-34I-9 


2 


m 


Engr Technician, GS-802>8 


4 




Engr Technlciftr*, GS-802-7 


2 




Phys Sci Technician, GS-1311-7 (2)* 


5 




Engr Technician, GS-802>6 


2 




Engr Technician, GS-d02-5 


I 




Supvy Clerk-Steno, 6S-312-5 


6 




Clerk-Steno, GS-312-4 


1 




Clerk-Steno, GS-312-3 



*Vacant Position 

NOTE: I£ more than one vacancy » number is in parenthesis* 
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MISSION STATEMENTS 
Oft ic e of the Kegional Dtrector 

^dmtn^s^ers FSPA Federal aid and direct Federal construction program lo: 
iiie Centra! Ciiy region, consisting of five states* This includei? 
proviviinR .,*ant funds to States and localities for the construction of 
Bolar pt>uvr atations, and the building of solar energy power stationt 

on Feci<^rai land* 

Solar Energy Research Divisi on 

Conduct*^ research on systems for the direct generation of electric power 
through the application of solar energy « 

Gtn nts Division 

Optrates a regional pri gram of grants to States and localities to construct 
nnd maintain power stations which directly convert solar radiation into 
t»leciricity. This covtrrs preapplication consultation, grant application 
processings and grant approval. 

Evaluates the overall performance and results of grants** ln*-aid operations 
by m;^ri :or ing ^nv to-day activities during the post-award phase, including 
technic ii operr* i<M>s and monetary accountability* 

Technica I St-r vice ^ Dl vision 

Develops and operates information systems for the support and Improvement 
of management decision-making related to the construction and maintenance 
of solar power stations. 

ADP Branch 

Manages .'^n automatic data processing complex which collects, processes, 
analyr:es, and disseminates technical and financial data* 

1 echtticn 1 Pub t ica t i on s Branc h 

D€>velops and maintains a collection of professional and technical materials 
in solar energy, therraoelecf **iclty, thermoelectric power generators, and 
telated fields. 

Admin istrative Division 

Provides pcrscmm U budget, and administrative services within the region. 
Af?vi«os the gloHiil Director on administrative management as it Impacts 
on mission- re taied operations. 

Pe r ^onn<- 1 Branch 

Provides management advisory services to the Regional Director and his 
staff un problems involving personnel management and those problems which 
have personnel management implications. Administers the Region^s personnel 
program, including manpower planning, staff lng> classification and wage 
admlnist rnt ion, employee relations and services, training, career develop* 
ment^ and labor -management relations. 
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I'l Mr»- : \iK* annual «nd su;>plf^menrn I r^tima^^s of appropriations and 
uie ju'^i if ic/it ion for the t^scimnttM>, together with supporting statement - 

Providers mailing, postage, and distribution services^ Maintains stock 
supplies* Maintains central files. Provides stenographic^ typing, 
tut.ued clerical support to operating divisions* 

Ofii c^^ of t^i^ert Federal Construction 

Supervises design and construction of solar energy power stations on 
Federal ly^nwned lands. 

^J^liSP. t) t visi on 

Provide>s technical staff support in design work r^r the four project 
offices^ 

So tar Energy Division 

Provides technical staff support In solar energy ^^eneration and retrieval 
systems for the four project offices. 

Project r-ffices 

Supervises contractors in the design^ construction^ and (naintenance of 
solar power plants on Federal lands in a gi^en geographic area. 
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FEDERAL SOLAR POWER ADMINISTRATION 



MERIT PROMOTION SURVEY INFORMATION 



DtSCUSSlON 
PLEAf AV Ate ABLE MATERIAL 

FORAAPjD on ARfti Al, ONUY 



□ 



1. Piease piovide a copy of your agency's promotion plans and su,)- 
plementary local policy inatmction ond employee relations 
issuances. Describe major revisions which have occurred in the 
plan during the past year and the role of employee orgonizations 
in each revision. 

2. Please psovide the following statistics based upon mer»t pwmoUon 
acUvity during the past fiscal yean < 11/72 to 11/73) 



A. Total number of promotions. 



a) Number of competitive promotions , 

b) Number excqjted ftom 
competitive provisions 



AO 



30 



r 1 



c) Number of excepted whidt 
weie career promotions,^ 



22 



B» Total number of times that the installation 
expanded areas of consideration 



C. Total number of selections founded upon ooncurcent 
consideration provisions 0 



D. Total number of temporary ptomotions^ 



£a Total number of temporary piomotions ( 120 days or 
less) processed as exceptions to competitive 
piomotion procedures ^ 



F. Total number of competitive details to higher 
level positions 



0 



a Number of "Best (Ratified Lists** from which no 
selection was made 3 



H. Number of repromotion eligibles 



0 



3i Please supply eadi promotion ranking plan used duhng the pa!it 
year as well as a copy of eadi written tost used for merit promotion 
putposes if that test was not prepared by the V. S. Civil Service 
Commission. 

4« Please provide a sample copy of each type of personnel nppraisa! 
hm used in your Merit Promotion Program. Also include samples 
of typical vacancy announcements if used under your Program* 

5- Please describe training which supervisors at your activity have 
received in the principles of merit promotion and in personnel 
appraisal techniques. 
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DISCUSSION 
» .. r ASf AvAtUABUE MATEftlAk 
Ku^WARp ON ARRIVAU ONt-Y 

L~i IS 6- Please explain how operating officials patticipate in revefoping 

qualification requirements and evaiuation factors. 

uH n 7. Please list and give the status of each complaint filec^ by m 

employee or a unfon concerning a merit pmmotion isive. Set 
forth any corrective acUon taken. 

!_1 O 8> Please describe die syst«n of 5^f.evaIuation used to analyze the 

effectiveness of your Merit Promotion Program. What adjustments 
have taken place in Pjogram operetiona as a consequence of 
these evaluatiotts? 

L2 9. Please describe the o^ectives, operation and resulta of the Upward 

Mobility Program existing at your activity. 
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• icia -r h6PA CKriii..... kftGXON MfcRir promotion plan 



< oF c .'{SlDi vATION. All eligible employees whether or not within the 
n<..4*u..uu at\: 1 f consideration may apply for vacancies and be considered by 
.i.aiui ' t in- ■ ;*Uc!atiuns, An annoimcenient will be made, at least i9nnuaUy» 
uinmciii' <.raployees that they may file voluntary applications for 
ccnsidt.H.4tion beyond the local ar«a of consideration. Miniuwm areas for 
consideration are designated as follows; 

(1) GS-5 and below, the geographic or conrouting area within the Region, 
(2> GS-6 to GS»12, the Central, Scuthern. and Western Regions. 
(3) GS-13 and above* FSPA nationwide. 

l.otATiNG CANDIDATES. Vacancy anr.orjncenients are distributed to designated 
dispiflv points. Announce men ts include! position duties, organisation and 
^^tfgraphlc location, ar. of consideration, qualifications, evaluation 
nn'ihutis, procedures for applying, if there is known promotion potential, 
and EEO ytatements. They are circulated or posted for at least ten working 
days after the dat« of issue. Other sources: Civil Service Coaanlssion; 
advertising; voluniary applications, including supervisory referrals; 
Selecting supervisor rt»ferrals f cannot state a candidate preference exc*»pt 
in carer- nromot : ins or other exceptions to the competitive procedures)*, 
and suuf limploy. Service Offices, 

QUALIFlCAilON REQl LiEMENTS. All employees roust meet minimum CSC standaida. 
Selective factors (geo^.ephic mobility, language, personal attribute) are 
recorded and used to determine eligibility on the same basis as used in 
competitive registers. <1) Minimum qualifications, including selective 
factors, are shown on announcements, (2) Written tests are used to establish 
basic eligibility only when required by the CSC for in-service placement. 
(3> Modification of qualification standards after the promotion process has 
begun iK prohibited unless an inappropriate standard was used or the 
Ccmntission has issued a revised standard, 

EVALUATION PROCEDURES. These specific mandatory criteria to identify the 
t«*st qualified apply: appraisals, experience, training, awards, outside 
activities. Seniority or length of specific experience is used only when 
clearly jr.i>, related. An additional evaluation of demonstrated or potential 
<*upervlsory ability is made for supervisory positions. Training Is required 
t<>c all newly-aelecied bupe*.* visors, 

KAi ING AND CERT IFlCA'i ION. Positions GS-5 and under are rated by personnel; 
posff.ions CS-6 and above raicd by panels (except those GS-ll and below, 
optional at the discretion of Regional Director), A certificate identifies 
thiee to five best qualified per single vacancy plus two for each additional 
one. Up to ten is acceptable if meaningful distinctions cannot be made. If 
the best qualified are not highly qualified, the area of consideration is 
expanded; if none identified then, the original certificate is used. 
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SELECT iON AND NOTIFICATION* Any best qualified candidate referred can 
be selected, but only in ihv most equitable manner on the basis of merits 

RESPONSIBILITIES. Supervisors ? serve on panels; explain plan provisions i 
advise on career development; motivate employees to file; evaluate fairly; 
assist in setting job requirements* Bniplovees : learn about opportunities; 
serve on panels; offer ideas to Improve plan; self ^developments Pje rsptj . t^e I ; 
technical assistance to management; provide ccmnseling; MPP program manage- 
ment; periodically evaluate plan effectiveness. 




wr conr avaiwbie 

FEDERAL SOLAR POWIsR ADMINISTRATION 
PERFORMANCE EVALUATION SURVEY INFORMATION 



OlSCuSStON 
PLEASE AV All. ABLE MATERiAU 
FORWARD ON ARRIVAL ONUY 





n 




I 


n 


o 




1 


a 


□ 


(3 


3. 


□ 






4. 


CD 




O 


5. 



f lease aiiacn one copy oi escn oi your pcnumtwiK^ cciuiiK |>»at>» 

and one c»pv of each local issuance or supplement to thone plans. 

Biie&y describe any training provided to supervisors In perfonnanc 
evaluation and g|ve number trained. 

Please describe actions which your activity takes to inform em- 
ployees about the putpose and operations of performance rat- 
ing plans. 

4. Please provide one copy of each fomi used to rate onployees. 



the last complete rating period: 
Outstanding 



15 



Unsatisfactory ^ 

Satisfactory 350 

Other ; Q 



nCl n □6. Please indicate how many perfomance ratings have been appealed 

U-J i— I i—J ^^^^ activity or to • Board of Review outside the 

activity within the past two vears 

7. Please provide perfomiance rating appeal files. 

If your activity has developed perfonnance standards for individual 
jobs or types of jobs, please provide a Hating of such standards. 

Of employees eli^ble for probationaiy evaluaUons during the past 
year, how many were 

retained? ^ 









7. 








8. 


a 






9. 




o 




10. 


o 




S3 


11. 



separated?. 



Fiease ooscnoe uneuy nuw wum««» pw»»wMi.-..~~ 

used in othe r personnel activities such as piomoUon, tr^ning 
needs assessment, etc. 

Excluding the annual perfonnance rating, please describe other 
employee appraisal systems in use at the activity, i.e., promotion, 
ptobationaty, etc. 
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HIGHLlGfrrS OF THE FSPA PERFORMANCE RATING PLAN 



USES OF PEKPORhtANCE RATINGS IN ADMINISTRATION DETERMINATIONS 

Performance. These ratings form the basis for the annual perfortaance. 
ratings and acceptable level of competence determinations, and point up 
instances where either performance award reconunendations or training 
m&y be Indicated. All ratings must be based on the specific requirements 
of the position, and those requirements must have been communicated to 
the employee in advance. Because performance standards and the supervisor's 
and employee's understanding of them vary, the plan represents general 
guidelines^ rather than firm requirements, unless otherwise indicated. 

Per f o r ma nee Awa r d s , If an employee is being considered for an award based 
on performance of assigned duties, the ratings should reflect that per- 
formance standards for the primary job responsibilities have been exceeded 
to a significant extent during the period covered by the award and that 
the remaining responsibilities have been accomplished in a completely 
satisfactory manner. 

Annual Performance Ratinig . An employee is eligible for an Outstanding 
performance rating when "All aspects of performance not only exceed normal 
requirements but are outstanding and deserve special commendation," There- 
fore, ratings must show "far exceeds" standards In all the major performance 
areas. For a Satisfactory rating, it should be shown that the employee is 
meeting or exceeding the overall requirements of the position and the 
majority of the ratings should indicate "meets requirements" or above. 
For an Unsatisfactory rating, it should be shown that the employee needs 
improvement in those performance areas that are critical to the position. 
The criterion Is whether performance is so poor that the employee must be 
taken out of that particular job. 

Acceptable Level of Competence Determination . The basic question to be 
answered before granting the wlthln-grade Increase is whether or not the 
employee's performance warrants higher pay. If he is to be granted the 
Increase, ratings should show "meets requirements" or above in the major 
performance areas. 

Ski lis. Knowledge, and Abilities . The skills, knowledge, and abilities 
on which the employee is rated are demonstrated through performance in 
the present position. The Information In this plan Is useful mainly to 
help Identify some of the strengths and weaknesses of people being 
considered for changes in assignment. The ratings are also used as one 
factor In the merit promotion plan. Their use for this purpose is to 
assist in establishing the qualifications of candidates who are eligible 
for consideration. 
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ESQ and Supervisory Ratlnf^s > Some supervisors are authorized to make 
decisions ot rake actions which directly affect accomplishment of specific 
goals or iLems in the FSPA»$ action plans. In this case the extent to 
which the supervisor contributes to goal and objective accomplishment 
should be considered in determining whether he meets or exceeds requirements 
or needs to improve. Those supervisors not authorized to make decisions 
or take actions pertaining to employment^ promotion, job design^ training, 
and other affirmative action items can contribute to the attainment of 
goals and objectives only through demonstration of non-discrlmlnatory 
practices in day-to-day operations. In this Instance^ consideration of 
performance is confined to matters within the control of the supervisor, 
and may not he extended to EEO action plan Items outside the supervisor's 
jurisdiction, 

Admlnisirai i ve . 

1. Every employee will repeiv^ an initial performance rating 90 days 
after assuming a position and on the anniversary date of the personnel 
action thereafter. 

2. The Personnel Branch will notify supervisors when an acceptable level 
of competence determination is due. 

3. Annual certification of position need and position description accuracy 
(Whit ten review) will also be accomplished by the supervisor when he 
rates performance. 

4. The supervisor must discuss the performance evaluation with the 
employee and obtain the employee's initials indicating he or she has 
seen the rating. Supervisors should relate performance to duties in 
position description by written standards, and any training needs 
identified. They are also encouraged to provide counseling on 
individual self -development goals. 

5. Supervisors are expected to informally resolve any complaints regarding 
the above matters if possible. If this cannot be done, inform the 
employee of your decision, explain the appropriate grievance or appeal 
channel, and refer the case to the personnel specialist for your unit. 
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KKDKRAL SOLAR POWER ADMINISTRATION 

PLOYMENT OPPORTUNITY SURVEY INFORMATION 

(Please respond to those items checked) 



DISCUSSION 

MATERIAL 

ONLY 



1. Name, position, and location of the local Equal Employment 
Opportunity Officer and EEC counselors^ Please describe 
his or her assigned responsibilities* 

2, Please attach a copy of your written affirmative action plan 
for implementing a positive equal employment opportunity 
program^ along with any written progi^ss evaluations made 
during the past two years. Include a description of the 
system established at your activity for periodically 
assessing the effectiveness of the EEC program* 

:E] 3. Please list any recruiting contacts with minority group wind 

women^s organisations and with high schools, junior 
colleges^ colleges^ trade schools and business schools 
which have significant minority group or female enrollment* 

: - : 4. List known organiisations within the commuting area 

concerned with the employment of minority group persons or 
women and extent of contact with these organ i;Kattons, other 
than as requested in item 3. Describe the minority group 
characteristics of the locale. 

- n 5* Please attach a list of training activities at your 

installation in whidt employees have participated and the 
extent of the participation of minority group members and 
women in each program. These m^ty include^ but are not 
limited to^ supervisory trainings skills training* interagency 
training and on^the^job training. 
FSPA Response: see attached EEO Report 

^ X J 6, Please describe briefly any analysis that has been made 

to assun^ that minority group members and women receive 
equal consideration for training and advancement. Also 
include documentation outlining employee participation in 
any positive Upward Mobility Program existing at your 
activity* 

7. Please attach a list of training programs directed at manage* 
ment and supervisory development and give the extent to 
which equal employment opportunity was included as part of 
the course coverage* Describe rating procedures used to 
evaluate the performance of supervisors in equal employment 
opportunity efforts. 
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n 
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n 



□ 



□ 



m 



8. 



10. 



11. 
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Please describe the extent to which you hnve made ust» of 
pf>r!icipants in the various economic opportunity prcgra?ns 
unde^r such legislation hb the Economic Opportunity Act and 
the Vocational Education Act, e^g., Neighborhood Youth Corps^ 
College Work Study ,r and Work Experience Programs, Give 
female and minority totals. 

Ple^i^e attach a list of breakthrough placements of minority 
group members or women in the past two years* If any 
positions in your organization are restricted to men oniy» 
please submit a 'ist of such positions by occupational series 
with reasons to support each determination. 

FSPA Response: see attached EEO Report 
Attach a brief summary of formal complaints submitted 
by individuals, and complaints of a general nature 
by organisations^ alleging discrimination because of race^ 
sex, creed, color, or national origin. Dfta should include: 
name of complainant, title and grade, date complaint received^ 
brief description of the nature* of the complaint, its status, 
and the nature of closing action, if any* Pknise attach a 
listing of disciplinary actions tnken against employees who 
have engaged in discriminatory practices. (None taken.) 

FSPA Resportse: no formal complaints submit te 

Please provide as much of the following data as is available 
from the most recent statistical report compiled on minority 
group and female employment: 

a* A comparison of total employment and employment for each 
minority group category and for women for each General 
Schedule grade and for each pay category for employees 
under other pay plans. 

Breakdown of the above data by general occupational codes 



b. 



c. 



Breakdown of the above data to indicate employment in 
supervisory and non*supervisory positions. 



d* Bi^akdown of above data by organizations' subdivisions* 
FSPA Response: see attached EEO Report 

Also, please include a description of your EEO statistical 
data system and where problems were identified, actiot^ taken 
or planned to resolve the difficulties. 

12. Please attach activity policy statements and memoranda 
issued to the workforce during the past year to support the 
tenets of equal employment opportunity for minority group 
members and women. 



IT 



□ 



13. Show placement activities for total workforce as compared to 
those for minority group and female employees, on page 3. 
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FSPA Central Region 
EQUAL EMPLOYMENT OPPORTUNITY REPORT 
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T Ota 1 Minor ttv 
Present 42A 39(9%) 
FY 73 375 28(7. 57„) 



TOTAL EMPLOYMENT 
Spanish Anierican 
Black Surnamed Indian 



23 
16 



9 
6 



2 
1 



Oriental 
5 
5 



Women 
102 
85 



FY 72 


173 


9(5%. 


4 


9 




4 


57 


FY 71 


185 




4 


2 




3 


57 










GRADE 


LEVELS 






1 4 


bl 


15 


12 


1 


1 


1 


53 


5-0 


104 


14 


8 


5 


I 




34 


9 V> 


168 


5 


2 


1 




2 


15 


13- 14 


74 


5 


1 


2 




2 




IS up 


17 














AV, Cc, 


Total 


Workforce 






9.39 






AV. Gt . 


Minority Group Employees 




6.21 






AV. Gr, 


Women Employees 






5.09 







OCCUPATIONAL CATEGORIES 



Sc^'enti SIS 

£. Lngrs. 191 ^ 

SfiiE Techn.l06 15 

other 57 6 

Cletical 70 13 



2 
9 
1 
11 



4 
4 
I 



i6 
18 
68 
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SltPERVISORV POSITIONS 
Spi^nish American 
■ oin t Mi nority j U.a ck Suf namfed Indian Oriental Women 

\ 17 



BREAKTHROUGH PLACEMENTS 

2 Civil Engineer, GS-810-7 positions filled by minority group 
employees. 

I Minority group employee selected for Supervisory Physicist, 
GS-1310"i3. 

4 f.S-1 positions were established to be filled by worker -trainees; 
6 have been filled* Of the 8» 5 are women (2 minority group 
memlvrs) and 3 are men (all minority group members). 

In addition, the Central Region has hired 10 career -condit iona 1 ♦ 
part-time employees in GS-2 - 4 technician positions through a 
cooperative CSC«FSPA testing and work-study program at Contral 
City Community College. Of the ten employees, 4 are women and 
1 is a minority group member. 



EEO OFFICIALS 



Local Equal Employment Opportunity Officer: Fred Jones, Equal 
Opportunity Officer, GS- 160-13. Mr, Jones is responsible for the 
Central Region Equal Opportunity Contract Compliance review 
program and the Internal EEO program for the Central Region, He 
reports directly to the Chief, Administrative Division, 



EEO Counselors: 



Bill Baker, Engineering Technician, GS-802-5, Office of 
Direct Federal Construction, Design Division. 

Art Valdez, Engineering Technician, GS-802-8, Office of 
Direct Federal Construction, Project Office i^l. 

Mary Anderson, Accounting Technician, GS-525-8, Budget 
Branch, Administrative Division, 



TRAINING ACTIVITIES 

Total Minority Women 
SKILLS TRAINING 85 U 14 

INTERAGENCY TRAINING 25 3 5 

NON-CJOVT. TRAINING 10 3 
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' '..niru,\tcr the EKO Progrnm 

' • . * . • ^ • ! ; i -If itiji; of Tibials wit h rt-spot 

r * be LEO pfogvrttii; indicate the 
• ' • •rv'^Mt t. stip#n vf so*"?., nnd pmployert; 

** in rnii'ion to all concerned nhout 
^ ■ • ' ■ : I'^t'S. 

^ i^ 'MiuuM doslgnn ted under EEO organi- 

»^'v ;:r.o roanseloi-s, eU:», are appointed. 
1 . f ! ; !nti manual holders and employees* 

' f i I o Arr.icni Plan* 
» ^*^n; huMeiin hc^ard and dibtribute 

/i^^^'^if;^/ ^ j^M . tt'v,i^tned to Reach and Attract Job 

• '^I'Teni aciivities to insure cuntimifnp 

p. * ' ide oppoi Lunit ies for all^ inc luding 

^ ^ ' • -nip* i^ms, Ic^sseft, and training i>f 

. nr;<I ! nwf»r gradf*ri empl^^vees (GS ? and 
' \ ' . i ^\t atiion?^ 10 fill vacant professional 

t v'^nf :.-at ion tt> identify areas where 
< ♦nt , If it'll of niinuritles and women and 
• > « * in MMtuiifng is waiTanted. 

: ! ? * : ♦ it)»-ot R of vacant positions to 

in light of actual duties. 
' '.-'fifh kn<^wlc*dgi* of Spanish is desiu^d. 

• * ti n nifH! pi nn» 

AljJ^'N . t : , :^cu- Skills of Employees and 

^^^'l^*-** ' -j^t' ."Iff* »ni{* { 1 :.f> cnrrt*nt nnd long rang^ 

* nn/.iMt>fi and oi individual etnptoyecH 
^ . i h a?id pic»vldp for upward mobility 

.' * ' ' ^ . ^* i<*n '^tuciy to review persimnel records 

M f jt^v: 1 (If education, experience, 
t r;j|-in,-p t(^ identify underutiiiaed 

' ' ) • ;m' ' f tM^<« f>os{tions from the cletica! 

r i *w'f RrndOt position number* 

« i'i^n ro'.*i^»w, unit supervisors will 
j(> ; *' ' «»«^t r tirt ure pn?iitinns; also 

•itfi.fj tM identify si»l f -development 




Supersedeas all previt^us 
Tenfral Region Ac t i<»n 
Plans 



KSr tm AVAILABLE 




AC r ION AREA V 
O bjecti ve 
Action Items 



ir^j Ining Advit o^ In<:entivos, and Performance Evaluation to 
Assure Progrij::' t ndf^r>5t nncUng and Support by Supervisors 
and Managers. 

Conlinuf t<^ nsstire urnhM*:.* ending, support and acttve in^'Olve* 
ment of supervij^urs in cm iying out Regional EEO objectives* 
U Discuss EEO Action Plan with supervisors in terms o£ their 
roles and responsibilities and pending actions required 
to meet goals. 
2. During annual performance evaluation, review with 

supervisors their performance in terms of EEO responsi** 
bilities outlined in their position description, 
i. Award Region EEO Achievement Award to provide formal 

recognition to the employee demonstrating greatest commit- 
ment and achievement during the calendar year. 

Participation in Community Efforts Improve Conditions which 
Affect Efiipioyability* 

Continue to support and participate in efforts to improve 
conditions which affect employability in the Central Region. 

1. Identify volunteer projects in the regional commuting 
area and issue memo encouraging emplc^vov participation* 

2. Publicize and encourage support for lh\\ Care Center to 
improve attractiveness of employment t working mothers. 

3» Update and distribute fair housing information to employees. 



Action Items 



ACTION ARE/\ VI System for Internal Evaluation. 

Provide for timely assessment of the effectiveness of actions 
taken to support and accomplish EEO goals and obtain essential 
feedback information from appropriate sources. 

K Review and evaluate all EEO activities, utlli2ing supervisory 

input and EEO monthly progress reports. 
2. Publish and distribute to all employees an EEO flyer to 
communicafe actions taken and progress made» 

ACT ION AREA VIL Prompt, Fair, and Impartial Processing of Complaints of 

Discrimination and Equal Employment Opportunity Counseling. 
A ct lt; n . Ue nis 1. Appoint and train one new EEO counselor at a lower grade 

level to Insure equal representation. 

2. Arrange EEO counselors/employees meetings to establish 
rapport and make them aware of EEO complaint procedures. 

3. Update EEO counselor posters to include an explanation of 
the counselc»r*s role and responsibilities. 

4. Submit monthly reports on EEO precomplaint activity and 
complaint processing to the Regional Director. 

5. Submit list of all EEO counselors showing current occupa- 
Monal titles and training received in EEO. Indicate 
phone numbers. 

6. Assure there are enough EEO counselors and discrimination 
complaint investigators and that they are properly 
trained and dispersed. 
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PUEASE 
FORWARD 



AVAIL. ON 
ARRIVAL 



□ D 

Nttmbet of Suggestioas 

Submitted 

Adopted 

Pending 



FEDERAL SOLAR POWER ADMINISTRATION 

tNCENTtVE AWARDS SURVEY tNPORMATtON 
(PIms* respond to those iteffls checked) 



I. Statistics on program activity broken down as foHows: 



No* of Certificates of 
Appreciation Awarded 

Total Cash Awarded 

Total Tangible Savings 



FY 


72 


FV 73 


Cutfent FY 

to Date 11/73 




5 


15 


5 




0 


5 


I 




0 


0 


A 






A 


1 


230 


45,000 



Number of Performance Awards 





FY 72 


FY 73 


CURRE 


:nt FY 1 


•0 DATE 


Sua* 

MlTTEP 


PBND> 
(NO 


APPROVED 


SUB' 
MITTED 


(NO 


APPttOVCO 


SUV* 
MtTTCO 


INO 


APPROVED 


Quality Step Increases 


I 






6 


0 


3 


I 


I 


0 


Special Achievement 


5 


0 


2 


15 


0 


12 


2 


1 


1 



Pt.EASE AVAIL. ON 
FORWARD ARRIVAL 



Q (xl 2. Briefly deacrihe your superviaoiy training covering incentive awaida. 



( I Cx3 3. Ptease provide copies of Issuances on the incentive awards program which were 

disttil^ted to employees (hiring the last year. 

133 

A 

o 

ERIC 



BEST COPY AVAIIABIE 

FKDERAL SOLAR POWER ADMINISTRATION 



LABOR MANAGEMENT REUATtONS SURVEY INFORMATION 

(tnstructiont on rev«ri» tor items rfr^uiring definition) 



A. ^. . AaLI'^HMEH/t -^Nt; LOCATION 

Ct-riltvU Region 
it?ntrni City 



a« AQGNCY CMI^ OPFtCIAL OK FfllNCIPAL CONTA' ^ 

FSPA Response: Personnel Officer 



C. :>RaANliAriOVS OSALtNO 
WtfH MAMAQ£M£Nr 



None 



D. TY^E OF fteCOONiriON AND DATG 



C* OAte OF ANY NCOv'dfTIATE') 

AonecMeNT 



(Where iidded space is needed for Itema C D mtd a ptain piece 
oi paper may be used (at an extenstion oi the Ihting) 



PLEASE 
FORWARD 



AVAILABLE 
UPON ARRIVAL 



a 



L I 



10 



I i 
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OlSCUSStON 

MATERIAL 

ONLY 

a 



' 1 



F, If appUcabte to your activity, please mpond to those 
items checked: 



I. 



2. 



3. 



4. 
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Please attach one copy of your most lecent poUcy 
issuances concerning the Labor^Manacement Relations 
Program or the ri^ts of employees to participate in 
labor organisations. 

FSPA Response: policy attached 
Briefly describe iabor*>nianagement relations training 
provided to top managers, supervisors and personnel 
staff. 

Please attach one copy of each current agreement 
negotiated with a labor organiiration. 
FSPA Response: not applicable 
Please describe the impact which the Labor^Management 
Relations Program has had on activity personnel 
management, communication with the workforce and 
mission accomplishment capability. Cite specific 
achievements. 



BIST cm avaiubU 



AVAILABLE 
in^ON ARRfVAL 



DISCI »5?tON 
MATEK'AL 

Onlv 



□ 



Please explain any problems (granting recognition^ 
unit determsiiationt conflicts of interest, negotiation 
Impasses, agreement execution^ competition between 
labor organisations^ cases under the standards of 
conduct ot code of fair tabor practice^ etc.) which 
have Rti^en since the implementation of Executive 
Order 1149 1, as amended* 
FSPA Response: not applicable 

Please describe the functions of any employee 
group establisbf i foe management purposes, such as 
councils of junior employees, etc* 



n 



1x3 



INSTRUCTIONS 



Item C Lobof Orgonixatfons Dtoling with Monegemant 

Excluding social, fraternal, veterans^ or religious groups* list the organizations which speak for 
employees on general personnel policy matters* Give the name and affiliation of each 
organization. 

Where no labor organization exists indicate '*None/* Where an organization has not contacted 
management for a year or more, list it and below it enter *'No recent contacts." 

Where employees belong to an organization which does not deal at this level» list the organization 
and where dealings take place, e^g., "Deals with Chicago Regional Office/* 



fttm 0. Recognttien 

Indicate whether exclusive recognition or national consultation might have been granted each 
organization and the <*ate granted. 

Where recognition has been requested, but not ye| accorded^ show what level was requested 

and when, e.g.. "Kxclusive requested 9/6/70.*' 

Where recognition has not yet been requested, use the abbreviation *'N.R*'' 
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FSPA CENTRAL REGION UBOi< MANAGEMENT RELATIONS 

Policy Statement 



The FSPA shall maintain a positive forward-looking system of labor- 
management relations fully supportive of the views expressed in 
£0 I 149 I as amended. Employees have an obvious and proper interest 
in the terms of their employment and the conditions under which they 
wc.ic. Whether individually or collectively, we believe employees can 
contribute substantially to improved personnel policies and practices. 

Specifically, FSPA policy emphasizes management's affirmative willing- 
ness to deal fairly and equitably with recognized labor organizations 
to the full extent provided under the Order. Managers and supervisors 
will maintain strict neutrality regarding employee membership or non- 
membership in employee organizations. Management shall annually 
provide information to all employees which will review and update 
their rights concerning employee organizations. As stated in the 
Order, management retains the right in accordance with applicable 
rules and regulations to direct employees, hire, promote, transfer, 
assign, and retain employees, to suspend, demote, discharge, or take 
other dlwiciplinary action, to relieve employees from duties because 
of lack of work^ and to determ'ne the methods, means, and personnel 
by which operations are to be conducted. 
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STUDEtrr WORKSHEET 

FSPA SURVEY FLAN 

I. SURVEY OBJECTIVES 



II. APPROACH OR STYLE 
III. TEAM MEMBER ASSIGNMENTS 



IV. TENTATIVE TIME SCHEDULE 



V. SPECIAL TEAM INSTRUCTIONS 



ERIC 
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SURVEY PLAN FOR ONSITE WORK 

The survey plan developed by the team leader should: 

Set forth survey objectives keyed to the problems which have been 
identified, with the understanding that evaluation objectives will 
be. modified during the survey If some problems are found to be 
Insignificant or new problems are identified. 

Indicate approach or style to be used in evaluation. 

Indicate interview guides to be used; and specify methods for infor- 
mation exchange among team members, and for keeping the team leader 
informed. 

Give team member assignments, including those for agency participants 
(when Involved), by: 

" Organizational components. 

• Problems (cutting across programs and organizations). 

- Interviews, Including conmunlty contacts where required. 

- Position audits. 

Establish tentative time schedule, including: 
-> Opening conference- 'time and date. 

- Goals for completing specified phases of the survey (subject to 
revision during survey after discussion with team leader). It is 
useful to have the analysis of all advance information done first 
so that any leads which are found can be followed up in the 
organizational review. 

- Goal for completion of all factfinding (subject to revision during 
survey after discussion with the Chief, Personnel Management and 
Evaluation Division), 

- Tentative schedule for team meetings during survey. 

-- List materials with which all team members should be familiar, e.g.,, 
nationwide plan; previous Commission evaluation reports; summary of 
information gathered in contacts with Commission staff; background 
information obtained from the establishment on mission, activities, 
and related statistical and other data and names of key ofi 'ials. 

The plan should be put in writing where there are two or more team members 
assigned to insure common understanding of all phases of the survey. 
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SAMPLE SURVEV PLAN 



AIR FORCE BASE 



PERSONNEL MANACEMEm' EVALUATION 



I. INSTALLATION 

Base Ccxmnander: 

Director, Personnel: 
Civilian Personnel Officer: 

Personnel Managestfint Section: 
Ciasaif ication Section: 

Headquarters: 



II. TEAM COMPOSITION 



Team Leader: 



Team Members: 



III. TEAM ASSIGNMEIfTS 



A. PROGRAMS 



Date: 



Name A. 



Manpower Management 

- Manpower Planning 

- Work Organization and 
Position Management 

- Position Classification 

- RIP 



Name B. 



o Equal Employment Opportunity 

o Civilian Career Programs 

o E^loyee Development 

o Performance Appraisal 
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Name 



BEST COPY AVAIUBLE 



O 



Q 



O 



Merit Promotion 
Recruitment and Staffing 
• VRA 

- Handicapped 

Recognition and Incentives 
Occupational Health 



Name 



o 



Evaluation of Civilian 
Personnel Management 
Management and Supervisory 
Involvement in Personnel 
Management 

Discipline^ Adverse Actions 

Communications 

Intergovernmenta I 

Labor -^Management Relations 



o 



o 



o 



o 



o 



ORGANIZATIONAL ASSIGNMENTS 

Numbers are civilian employees; military supervisors will also 
be Interviewed* 

!• Missile Wing - 13 (D) 

2» Bombardment Wing - 29 (B) 

3« USAF Regional Hospital - 75 (A) 

4« Combat Support Group 

Command * 1 (D> 

Opns^ & Trng* Div* • 3 <D) 
Admin. Div. - 3 (D) 
Staff Judge Advocate « 4 (C) 
Chaplain - I (C> 

Comm. Squadron 5 (C) 

Comptroller Div. - 25 (C) 

Procurement Div. 16 (B) 

Special Svcs. Div. - II (C) 

Transportation Squadron - 41 (C) 

Civil Engineering Squadron 140 (A&B) 

Personnel Division - 17 <D) 
Services Div. - 42 (B&A) 

5* Tenant Units • 66 CO 
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C. RESPONSIBILITIES " 

To mflxlraum extent, conduct group Interviews with nonsuperviE.">rv 
professionals, technicians, clerks, and workers who have a 
community of interest. Interview supervisors, managers, anc* 
technical staff individuallv * Advise all interviewees of your 
name, purpose of interview, how selected, confidentiality of 
irformation source, and that you are unable to take action on 
individual matters or grievances. 

Each team member will be responsible for: 

1. Developing standard questions for team members to use in his 
own program areas. 

2» Developing his own survey schedule and coordinating this 
with other members, 

3. Complete program coverage within assigned organize tlon(s) 
including obtaining special program information for other 
team nterabers during all interviews, 

4. Mfeting as a team to exchange Information at designated 
times and places. 

5. Preparing material for team discussion, closing discussion, 
and final report (including case Hating material). Final 
report format will be determined onsite. Use following 
format for team discussions, 

- Clearly identify the problem, 

- Give an analysis of the cause and scope of the problem, 
" Show concretely the Impact of problems on the agency's 



- Recommend actions needed to deal with the problem. 

6, Providing a draft of their portion of the report to the 

team leader by Wednesday of the first week after completion 
of onsite visit. Prepare onsite if time permits. 



work. 



TIMETABLE 



Sunday 



7:30 p.m. 



Team *: eting. 



Monday 



a*m* 



General meeting with CPO staXf, team 
meeting, set up interview schedule. 
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Monday 



1 i 30 p.m» 



Tuos. I - Fri, i 

Mon. 2 

Non. 2 - Tiiess. 2 
Wed. 2 - Tburs. 2 

Fri. 2 
INFORMATION 



Opening conference with Base Comniande*. ; 
opening conference with Missile Wing 
Commander TBA. 

Preliminary prognim coverage with 
technical staff. Interviews with 
managers, supervisors, and employees. 

Midpoint discussion of tentative 
findings. 

Complete program coverage. 

Preparation for closeout and report 
wrl ting, 

Cicseout - time TBA. 



Ensoloyment Statistics 
295 



?8l 



OS 

VG - ^« 
Other - 0 

Part-time or Intermittent 



FY 70 FY 71 
Average Grade I'nk. 5.91 
Supvy Ratio 6-1 6-1 
(Civilian to Civilian) 

13 



FY 72 
5. 83 
7-1 



TOTAL CIVILIANS - 589 (Reduction from a high of 654 civiliau 

employees in FY 70) 



B, Personnel Actions 

Career, Career-Cond, Appts. - 60 

(2 FSEE) 
TAPER & Temp. Appointments 

outside reg. - AO 

Other Temp, Appts. - 

Summer Aids - 23 

VRA - 5 

Transf, In - 8 

Reinstate - 18 

C. Union 



Promotions - 60 

(Comp 39, Career 21) 

Reassign - 44 

Demotions - 7 

Susp. over 30 days - 0 

(less than 30 - 0) 

RIF - 2 

Details to higher - 12 
grade 



Local - Exclusive, 11/20/67. Nonsupervlsory WG agreement 
approved October 1969 (scheduled for renegotiation in September), 

- Exclusive, 1/13/71, Nonprofessional, nonsuper- 
vlsory GS agreement approved 2/11/72. 
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D. EEO (Information from PAV 5/16/72) 

11 minorities, 7 women. Statistics available on appointm6nts» 
training, upward mobility, etc. 

E. Performance Evaluation & Incentives - Inspection Year 
Outstanding - 3 

Satis, - Remainder » approx, 550 
Step increase W/H •> I 
Sugg, approved - 8, submitted - 48 
Special Achiev. * 9» submitted > 9 
QSI>s > 14» submitted - 15 
Special Act - 0, submitted - 0 
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Art l^iVioduoXofiif Woniz^hop in 
THE OMSITE SUHVEY METHOV Of PEflSOmL MAWAGEMEVT El/AlUATlOW 



OPENING CONFERENCE 



ERIC 



149 



BEST COPY mmii 



SAMPLE OPENING CONFERENCE OUTLINE 



I. Time and place: 

lln List of participants: 

111, Team introductions: 

IV* President's Memorandum of October 9, 1969> on Personnel Managetn^mt 
in the Federal Government « 

A. Upgrading Personnel Management in Government • 

Efficient and Economical Use of Manpower In Government « 

C, CSC Leadership in Evaluating Personnel Management in Federal 
Agencies, 

D. Agency and CSC Evaluation, 

V. Stress problem-oriented approach.. 

A. Reviews and reports are primarily problem-oriented, centering 
on problem identification and solution. 

Concept: the overall responsibility for personnel manage^nent 
within the organisation rests with the top manager* 

i\ Scdicit information on any areas of personnel management "f 
particular cnnct^rn to manager or his staff, 

VI. Appriwiclit 

A, Wi wiil Luncenirate un problem-oriented reviews in three major 
cLuitrrs ur levels of personnel management responsibility: 

1 . I op numngemi n t » 

2« bupervisur* 

3» Pet Hcmne 1 of f ice. 

Reiterate probltMn-oriented :5j>;>'..n«h, -';iug identification 

of caust^*s tmi development of s«>lutions and action ptans^ rathe^r 
than problem identification aU>no.. 

VII. Aieas of |)nrCicular interest: (list) 
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VIII. Factfinding methods. 

A. Questionnaire analysis. 
H. Interviews. 

C, Program review of policies, records, etc. 

1. Regulatory review* 

2, Classification accuracy review* 

IX. Midpoint briefing: 
X. Closeout: 

XI. We will provide you with draft of report as soon as possible after 
the closeout to solicit your comments and incorporate agency actions 
planned to meet problems identified, 

XII. Final report incorporating planned agency actions, 

A. Tlroe: 

B. Place: 
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SnipENT WORKSiiKEl 
OFENINU CONFERENCE OinXlNE 

I. PURPOSE ANi) OiUECTlVliS 



11. POTENTIAL PROBLQIS IDENTIFIED AND AREAS OF CONCSIN 
A. PRESURVEV 



n. OPENING CONFERENCE 



III. FACTFINDING METHODS TO BE USED 



IV. TENTATIVE REPORTING PROCEDURES 
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PSPA MANAGER ROLES 



Opening Conference 



INSTRUCTIONS: Supply Information if asked about areas of management 
concern. 



Re |;tlonal Director 

My primary concern Is the one we indicated in the advanced information we 
supplied you» namely that lag in staffing the new direct Federal program 
is resulting in delays in meeting production timetable* Not sure where 
the handups are« We are checking our personnel action processing 
procedures to see if that's a factor^ but 1 suspect the real problem is 
recruiting time. I would appreciate any feedback you pick up on this. 



De puty Reftional Director 
No comments. 



Administrative Division Chief 

Vve received some indications there might be a problem in the Grants 
Division with turnover. I really don^t know any more about it than chis 
as yet^ and I hcive no idea if any other divisions are concerned. 



Personnel Officer 

We are having a real problem getting qualified Physical Science Technicians 
to come to work for us^ particularly with some solar energy background. 
Also computer operations overtime scheduling is creating some work and 
morale problems for us. 
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OPENING CONFERENCE CRITIQUE 



INSTRUCTIONS: Evaluate presentation on the items Hated on the left. 
Place your comments in the appropriate columns. Be specific. Givo 
completed form to the team leader who makes the presentation. 



EVALUATION FACTORS 


^ EFFECTIVE 


NEEDS IMPROVEMENT 


CONIENT 






U Introductory remarks* 






2, Purpose and objectives. 






U Potential problems and areas 
of concern. 






4^ Factfinding methods to be 
used«. 






5« Tentative reporting 
procedures* 






CJI^ALITY OF BRIEFING 






K Professional and friendly 
bearing. 






2. Re levant t concise message* 






i. Effective in obtaining 
input from managers on 
tneir concerns. 






4. Quality of discussion 
aids, if used. 
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EVALUATION INTERVIEW 
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PLANNING AND ORGANIZING WORK 
Mana gers and Supervisors 

1. What are your responsibilities for work assignment, setting organiiiat i on 
structure, and setting staffing levels In your unit? 

2* What tools do you have for measuring manpower requirements and skills 
mix? How effective are they? Examples: engineered work standards, 
organization studies, skills inventory Information, job restructuring 
teiihniques, turnovf^r studies, manpower utilization studies, sick leave 
usage studies* 

i« Nature and t:f fectlveness of staff from the Personnel Office and the 
Budget Office. 

Emp 1 oyees 

U Are you notified of organizational and program changes which affect 
your work? 

2, Is PD accurate? Reviewed annually? Are you aware of appeal rights? 
What responsibility do you have for making changes known to the 
supervisor? 

3c Have you been detailed within the past year? Do you work any overtime? 
MEETING MANPOWER REQUIREMENTS 
Managers and Supervisors 

U What is your role In filling vacancies in your unit? 

2. What sources do you use In filling your vacancies and your assessment 
of the quality of these sources? Cite: CSC registers, EEO considera- 
tions, community and educational contacts, VRA, handicapped, mentally 
retarded, details, reasslgnments, temporary promotions, and promotions^ 
Have you used or considered using details, reasslgnments, and temporary 
promotions to develop, traln» and retrain your employees? 

3e Has there been any Impact in filling vacancies due to Internal and 

external limitations? Do you feel the size of your unit is restricting 
work accomplishment flexibility? Cite: Personnel Office delays, head- 
quarters restrictions, ceiling and budget restrictions, public pressure 
groups* 

4. How do you inform your subordlnati>s about: operation of the merit 
promotion program; opportunities for reasslgnments, details, etc. 

5» Are your comments solicited on changes to be made In the merit promotion 
program? Do you solicit comments from your employees? 
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Employees 



BEST COPY AVAIUIBIE 



1. Do you understand the merit promotion program? What responsibility 

do you have to keep informed of the program and impact on you? Do you 
feel all employees have an equal opportunity for competition? Is your 
meiit promotion rating discussed with you? Are you kept informed of 
your status on promotion actions? 

2. Have you been detailed or reassigned within the last two years? 

3^ Do ycu understand how your agency makes reassignraents and details? 

Have you been reassigned or detailed in last year? How do you find out 

about vacancies? Would you willingly accept detail or reassignment 

to enhance your personal development? 
4. Have you been appointed within the past year? How were you recruited? 

What kind of orientation did you receive? 

MANAGING AND DEVELOPING THE WORKFORCE 

M anagers and Supervisors 

WhaL is your responsibility and role inJ 

U Oi lenLation to work and ongoing conanunications? 

.1, Selling work and pet formance standards and reviewing performance 

tevaliating supervisors in EEC effectiveness)? 
J. Identifying and meeting training needs? System for evaluating training 

uifecLiveness? Your role? 
4. kfcognizlng performance and EEO achievements? 

3. Corcecting performance, discipline? 
Grievance and appeals? 

7. LlEO goal setting? 

Wh.i! in Like nature and effectiveness of staff advice and assistance 
and training? 

<». Do ytu have an active role in dealing with union representatives? Effect 
of union on mission accomplishment? Management direction and staff 
n;nsistance provided? 

]. i)tvs your supervisor keep you informed of changes that affect your work? 

Cnn you discuss your problems with him? 
.', Are performance discussions and career counseling taking place? Have 

y.»u received needed OJT or formal training? Was it effective? Do you 

rt<|ut'»i and get training from higher level staff ( eroplovee responsibil ttv> 
i Do you receive recognition, formal or informal, for your performance and 

suggestions? 

4. Ate you familiar with the EEO counselor program? Would you feel free to 
use it? Do you think minorities and women have an equal opportunity to 
movf into technical and professional positions? 

5. Are you familiar with the grievance and appeals system? Do you feel 
fret: to use it? 

♦i. Am vt'U aware of your rights regarding labor unions? 
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SAMH.E IN1ERVIEW GUIDE #2 



Date^ 
Time' 



w«m^ Inspector 
^^"'^ _M F MG 

"^^^^^ — Series and Grade 

Organization 



Manager Personnel Staff Other Staff Supervi 

^Pl«^yee Requested Union Other 



o Adequate - Needs Improvement 



Program 
Knowledge 


Program 
Operation 


Standard Questions 






!• Manpower Planning 

How does he determine his needs? What is 
responsibility for obtaining additional 
people if required? How does he go about 
it? Justification? 






2» Position Mana£ement - MUST 

Can you alter position structure? How? 
How do you determine that best use is 
made of available manpower? Regular 
studies? Details? Overtime? Supervisory 
ratio? 






3. CI assifica tion/CFWS 

Is PD current and accurate? Reviewed 
annually? Supervisory responsibility 

for chdnoinS wnt*k aeai oiymant- of Hr-ck 

classification standards available to you? 
Technical advice? 






4. Recruitment 

Turnover? How filled? Quality of people? 
Flexibilities used? Who selects? Sources 
used? Career Patterns? 






5. EEQ 

How are opportunities for minorities, 
women, handicapped in promotions, training, 
etc„? Do you understand counselor system? 
Personal role in aeencv EEO program? 






6» Training 

Received any training? What kind? How are 
needs identified? How met? Any unmet needs? 






7. Promotion 

Copy of the plan? Do you understand how the 
promotion plan operates? How do you find out 
about vacancies? Selections? Is it fair? 
Is it prc^^idinsc best qualified? ' 
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Program 
Knowledge 


Program 
Operation 


Stiindard Questions 




• 


8 . C omniu n i c a t { on *> / Sup t- r v i ,s i on 

How do you find out about policy changes 
tliBt affect yiHi? Can ycni discuss problems 
freely with your supervisor? Bulletin 
board available? Employee conduct problems? 
Discipline? 






9, Performance Appraisal 

How do ycHi find out work requirements? 
Written standards? Are discussions taking 
place? When? Are appraisals changed? 
Is employee Informed? 






10* Recognition and Incentives 

Suggestions : Participation? Delays? 
Advert Ised? 

crerxoriQance • v^bi s or p5>rx rair. now 
abcHit acceptable level of ccm.netence? 






1 1 , Labor -^^anageffi^ Relations 

Kignt. to join* ' nton activiLyi oupfrvisor s 






J 2. Safetv 

Iniormation pro^idea. supervisory 
responsibit ilj^. Safe workinR conditions? 






13. Personnel Services 

Any contacLs wiih Personnel? Assessment 
of service? 






14, Youth 

Familiar with Pres. nemo? Supvy, and mgt^ 
ti Mining. Kecruiiin^ LetJin ^ cnnipcibit *an 
and ef fectiventss? Utilisation of interns 
and uainees? Meaningful work career 
progression? Special communication efforts? 
Contacts with academic cofumunity? 




f 


15. Grievances and Afjpt?als 

How effective are pr^^cedures usedt Does 
managenient usv grievances and appeals as 
indicators of probleni areas. What difficulties 
enctn:ntered in processing? Kmployees undei - 
standing and nrceptence? 






16^ Veter an Head jusiewent Appointments 

Knowledge of pi ngrara by supervisors and 

ment^ lived up to? Any impact on other 
programh .such ai> EEO, FWP, etc.? Under- 
standing and acceptance by i-mptoyees and 
emptoven otKani^^.at ions? 



BEST COPT MfMUyMLE 

ROLE PLAYING INSTRUCTIONS 



Role Playin g^ Role playing can be described as real behavior in an 
imaginary situation. Role playing isn't acting a part or trying tc 
behave as you think someone else would; it involves people being them- 
selves in different situations* It is a good way to bridge the gap 
between the study of principles and techniques and the use of the 
same principles and techniques. 

How is RoJe Play Done ? When you role play, a situation is describee 
for you. It could cover what has just happened^ what is to happen in 
ihe inimediate future, and the role the players are to take. 

Because ycu don't have to act in any prescribed way, role plays don't 
have scripts or detailed directions* The role players use the informa- 
tion they have about the situation, their own experience, and their ways 
of behaving when they play the role* Players make facts when they 
need to but not facts that don't fit the situation* 

(ne way that role players behave and feel changes during role plays 
just as it does in most interpersonal contacts. Most people find 
role playing fairly easy. They get Involved in the situation and 
draw upon their own backgrounds in deciding what to say and how to 

behave. 



V alue of Ro l e Playing , Role playing is used in a number of different 
jiituatlons. Here we will be talking about its values when the role 
plays are concerned with one-to-one communication. Some of the benefits 
are listed below* 

• Players have a chance to see both sides of the relationship 
in the role play by hearing group comments on both and in some cases 
actually playing both roles. 

- Role playing and critique tends to give people a better under- 
standing of their own feelings and the feelings of others. These 

fie lings and the ways that they are expressed are discussed by tho grnup, 

- Role playing gives people a chance to practice using skills, to 
experiment with different techniques, be exposed to new and different 
situations, 

- In role playing there is no attlficial separation between acting 
and thinking or talking about acting. 
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BEST con ffiflUUBU 

WORKSHOP INSTRUCTIONS 



General Infer mat ton > You should take notes duiing the interview so tha y u 
can compare the problems you uncover with those identified by the other 
training participants^ Each participant wiU have a chance to act as an 
interviewer, interviewee, and designated observer. Interviews should last 
no more than 10-15 minutes and not less than 5 minutes, followed by a brief 
discussion of the technique and the information gathered. 

Evaluator InstructionS r You will act in the capacity of an evaluation survey 
team member Interviewing one or more of the following individuals: 

- top and mid -management officials 

- first -line supervisors 

- engineers and scientists 

- grants managers and specialists 

- technicians and draftsmen 

- computer programmers and .operators 

- secretarial and clerical workers 

- minority group workers and women 

Record your findings on the interview worksheets provided. 

Individuals interviewed may have information to contribute in any one of 
these areas: 

- staffing 

- position and pay management 

- t^mployee relations and services 

- training and development 

- equal employment opportunity 
* records and reports 

REMINDER. Be sure to develop interviewing plan, including possible quest ionn, 
based on already available data. 

Interviewee Instructions. Re sure to act out roles as assigned. Give the 
interviewer every opportunity to get at the information you have. Use your 
own judgment on when to supply information to keep the Interview from 
lagging. Try not to let the interview end without having most of the 
information out on the table. Make up facts when they are not available, but 
NOT facts that don*t fit the situation. 

IMPORTANT. Be sure to take note of any significant question, issue, or 
problem that should be reviewed in the overall class discussion which is to 
follow. 

Observer Instructions . Critique the interview using uhe Interview criticiue 
worksheets. Participate in the team*s analysis of the intervit^w, and provide 
your critique sheet to the evaluator. 

167 



ERIC 



lESr WT AVWUBU student worksheet 

INTERVIEW WORKSHEET 

DATEt 
POSITIOK; 

ORGANIZATIONAL tOCATIONt 

MANAGER SUPERVISOR EMPLOYEE REQUESTED 
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UST COPY MAILABLE ^""^"^ worksheet 

INTERVIEW WORKSHEET 

DATE: 

ORGANIZATIONAL LOCATION i 

MANAGE R SUPERVISOR EMPLOYEE REQUESTED 
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INTERVIEW WORKSHEET 

DATK: 
POSITIONS 

ORGANIZATIONAL LOCATION: 

MANACER.^ SUPERV ISOR EMP1.0VEE REQUESTED 
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STUDENI WORKSHEET 

INTERVIEW WORKSHEET 

DATE: 
POSITION: 

ORGANIZATIONAL LOCATION: 

MANAGER SUPERVISOR EMPLOYEE REQUESTED__ 
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STUDENT WORKSIIKET 
INTERVIEW WORKSHEET 



DATE: 



EOS IT ION: 

ORGAN 12AT lONAL LOCAT ION : 

MANAGER SU PERVISOR EMPLOYEE REQU ESTED 
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KSi WW AVAILABLE student worksheet 

INTERVIEW WORKSHEET 

DATE: 
POSITION: 

ORGANIZATIONAL LOCATION: 

MANAGER SUPERVISOR EMPLOYEE REQUESTED 
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STUDENT WORKSHEET 



INTERVIEW CRITIQUE 



INSTRUCriONS: Evaluate interviewer on the items on the left. Give spti i.lc 
examples of both "effective" and "needs improvement" areas. Be spe< if-fc. 
Include suggestions which might help interviewer, where appropriate, Uivt- 
completed fonn to team leader who will ' aad a brief oral critique. (T?»-3r,4 
leader should give all critique sheets to interviewer at conclusion. > 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMENl* 


!• Interview Content - Introduction 

- stale name, purpose^ and how 
selected^ 

- communicate confidentiality. 
• explain cole in relation to 

individual matters or 
griev^/^ K-es^ 






2. Interview Content -Body 

(Give examples of got d and 
bad qi:^-^ ,tions> 

- pro: areas of pot^ntial 
problems identifioc- earlier. 

- questions cover ma or areas 
of survey plan, 

- questions relate tu super- 
visory effectiveness* 

• interviewer probes for 
specific examples (ask 
what, when^ who, where 
questions) . 






3. Interview Content -Cone luslon 
" summarizes major points 

for verification. 
- properly handles employee 

questions. 






4. Interview techniques 

- styU^ is open, friendly^ 
business- ) ike, 

- interview is planned and 
wel 1 -organized* 

- interviewer guides the 
situation. 

- avoids expressing opinions* 

• avoids arguwientat ive attitude* 
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STUDENT WORKSHEET 



LNTERVIEW CRITIQUE 



INSTRUCTIC^JS: Evaluate interviewer on the items on the left. Give specific 
examples of both "effective" and "needs Improvement" areas. Be specific. 
Include suggestions which might help interviewer, where appropriate. Give 
completed form to team leader who will lead a brief oral critique. (Team 
leader should give all critique sheets to interviewer at conclusion.) 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMENT 


l» Interview Content -Introduction 

- state name, purpose, and how 
aelected. 

- communicate conf identiality* 

- explain role in relation to 
individual matters or 
grievances* 






2, Interview Content-Body 

(Give examples of good and 
bad questions) 
« probe areas of potential 
problems identified earlier. 

- questions cover major areas 
of survey plan. 

- questions relate to super- 
visory ef fectiveness* 

- interviewer probes for 
specific examples (ask 
what, when, who, where 
questions) . 






3. Interview Content -Conclusion 

- summarizes major points 
for verification. 

- properly handles employee 
questions. 






4* Interview Techniques 

- style is open, friendly, 
business-^like* 

- interview is planned and 
well organized. 

- interviewer guides the 
situation* 

- avoids expressing opinions • 

• avoids argumentative attitude. 
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STUDENT WORKSHEET 



INTERVIEW CRITIQUE 



INSTRUCTIONS: Evaluate interviewer on the items on the left. Give ftp^^ Ific 
examples of both "effective" and "needs Improvement" areas. Be speciic. 
Include suggestions which might help interviewer, where appropriate. Give 
conpleted form to team leader who will lead a brief oral critique. (Team 
leader should give all critique sheets to Interviewer at conclusion.) 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMENT 


1. Interview Content -Introduction 

- state natue^ purpose ^ and how 
selected. 

- conununicate conf identiality* 

- explain role in relation to 
individual matters or 
grievances. 






2» Interview Content- Body 

(Give examples of good and 
bad questions) 
* probe areas of potential 
problems identified earlier* 

- questions cover major areas 
of survey plan* 

- questions relate to super- 
visory effectiveness* 

- interviewer probes for 
specific examples (ask 
whaty when» who» where 
questions) * 






3# Interview Content -Conclusion 

for verification. 
- properly handles employee 
questions. 






4. Interview Techniques 

* style is open^ friendly, 
business like. 

- interview is planned and 
well -organised. 

- interviewer guides the 
situation. 

• avoids expressing opinions. 

- avoids argumentative attitude. 
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MM" copy AVAIL/IBLE student worksheet 

INTERVIEW CRITIQUE 



INSTRUCTIONS: Evaluate interviewer on the Items on the left. Givo specific 
examples of both "effective" and "needs improvement" areas. Be specific. 
Include suggestions which might help interviewer, where appropriate. Give 
completed form to team leader who will lead a brief oral critique, (''ea.n 
leader should give all critique sheets to interviewer at conclusion.) 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMENT 


1. Interview Content -Introduction 

- state name, purpose, and how 
selected* 

^ communicate confidentiality. 

- explain role in relation to 
individual matters or 

gr ievances* 






2» Interview Content -Body 

(Give examples of good and 
bad questions) 

- probe areas of potential 
problems identified earlier. 

• questions cover major areas 
of survey plan* 

- questions relate to super- 
visory ef fectiveness^ 

- interviewer probes for 
specific examples (ask 
what, when, who, where 
questions) • 






3* Interview Content -Conclusion 

- suiiimariaes major points 
for verification* 

- properly handles employee 
questions. 






4* Interview Techniques 

- style is open, friendly, 
business-like, 
interview is planned and 
well -organised. 

* interviewer guides the 
situation. 

- avoids expressing opinions* 

- avoids argumentative attitude* 
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^ STUDENT WORKSHEET 

Ksr COPY mum 

tKTERVIEW CRITIQUE 



INSTRUCTIONS: Evaluate interviewer on the items on the left. Give spt'cifi( 
examples of both "effective" and "needs improvement" areas. Be specific. 
Include suggestions which might help interviewer, where appropriate. Ot^e 
completed form to team leader who will lead a brief oral critique. (Tea.i: 
leader should give all critique sheets to interviewer at conclusion.) 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMKNT 


le Interview Content ^Introduction 

- state name» purpose, and how 
selected, 

- communicate conf identiallty* 

- explain role in relation to 
individual matters or 
grievances^ 






2» Interview Content -Body 

(Give examples o£ good and 
bad questions) 

- probe areas of potential 
problems identified earlier* 

- questions cover major areas 
of survey plan* 

- questions relate to super* 
visory effectiveness, 

- interviewer probes for 
specific examples (ask 
what» when, who, where 
questions) » 




• 




3» Interview Content -Conclusion 
• summarizes major points 

for verif ication* 
- properly handles employee 

qu^'Stions, 






4e Interview Techniques 

- style is open, friendly, 
business^ like* 

- interview is planned and 
we Unorganized. 

- interviewer guides the 
situation. 

avoids expressing opinions* 

- avoids argumentative attitude* 
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STUDENT WORKSHEET 



INTERVIEW CRiriQUE 

INSTRUCTIONS: Evaluate interviewer on the items on the left. Give specific 
examples of both "effective" and "needs improvement" areas. Be specific. 
Include suggestions which might help interviewer, where appropriate. Give 
completed form to team leader who will lead a brief oral critique, (Team 
leader should give all critique sheets to interviewer at conclusion.) 



EVALUATION FACTORS 


EFFECTIVE 


NEEDS IMPROVEMENl^ 


!♦ Interview Content -Introduction 

* state name^ purpose > and how 
selected* 

* communicate confidentiality, 
- explain role in relation to 

individual matters or 
grievances. 






2, Interview Content "-Body 

(Give examples of good and 
bad questions) 

- probe areas of potential 
problems identified ear liar. 

- questions cover major areas 
of survey plan* 

- questions relate to super- 
visory effectiveness. 

- interviewer probes for 
specific examples (ask 
what^ when^ who^ where 
cjuestlpns) ♦ 




— — , — , — , » - 


3* Interview Content -Conclusion 

- summarizes major points 
for verification. 

- properly handles employee 
questions. 






4» Interview Techniques 

- style is open> friendly, 
buslness*like. 

- interview is planned and 
we 11 -organized. 

• interviewer guides the 

situation. 
' avoids expressing opinions ♦ 

- avoids argumentative attitude. 
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ROLE PLAY I KSIWI miMBlt 



Supervisory Civil Engineet, CS-810-I5 
Office of Direct Federal Construction 



You have this inforntation to provide the Personnel Management Evaluator* 

- Your mission, the direct construction on Federal lands of solar energy. t ype 
power plants, is coming along fast and should pass Organization A in 18 :c 30 
months. 

- Your organization's higher graded positions were filled by people fco.a 
Organisation A who are pretty good except for the fact that many still have 
a research approach to what are now purely production problems. 

- Complaints about the quality of Phy Sci Technicians should be seen in the 
light that it is hard to get any at all, and still harder to keep them. Think 
some get better offers from other nearby Federal agencies, perhaps because 
they give out Junior Electrical or Civil Engineer positions, 

- Some of your technicians want to be professionals, sure, but you and your 
colleagues t*y to get full journeymen with at least Master's degrees, knowl- 
edgeable about solar energy, 

- Personnel says they can't get anybody (technicians, that is) with solar 
energy experience or training like we want and need. The only ones around 
apparently have only experience with conventional fuels (coal, oil, gas, steam), 

- Technician training is accomplished primarily through OJT. We do have one 
standardised general technician training package which we put on last fall. 

We need to make this more relevant to our needs, but we just haven't had time. 
Help from Personnel? Haven't asked for any and they haven't volunteered. 

- Personnel Office paperwork is much too slow; not helpful on recruiting 
professionals but it is no problem because "Colleague Referral" has worked 
out fairly well, 

- Must sey also hard to get anyone from the Clerical Pool when we want them 
who can step in and do the job right the first time. Think those Civil 
Service tests should be tightened up to do a better screening job, 

- You support EEO and believe that you have done well in recruiting minorities 
and women into technician jobs. 

- You are unaware of any agency policy concerning unions. You personally 
don't like the idea and let it be known. 



PROVIDE THESE POINTS ONLY IF ASKED: 

- Do actual work of setting organization structure, subject to approval of 
Regional Director. No problems, other than not fully staffed yet. 

- Use staff conferences to determine overall skills mix and qualifications. 
' - Have not done a skills inventory. How does one go about this? 

- Employees are notified of Personnel Office issuances through this office. 

- Don't need to solicit MPP comments; they are offered voluntarily. Panel 
system working well. 

^^'o EEO problem that you know of; everyone ge^s^ along fine. 

ERIC .if^M 



EVALUATION INTERVIEW MtT MPY AtfAILABIF 

Supervisory Civil Engine«»r, CS-HlO-13 
Chief » Design Unic 
Design Division 

Office of Direct Federal Construction 

Vou have this information to provide the Personnel Management Evaluator: 

- Professionals are doing subprofessional work because of the high number of 
technicians in training status, but it should be temporary and poses no 
serious problem. 

Very much supportive of the EEO program. For example* four of the ten 
career-conditional, part-time technician employees are in your unit. The 
"kids'* flie working out okay, but the heavy OJT workload is a drain on the 
time of the other technicians and engineers, 

- Also have six women employees (two women technicians - CS-8 and GS-A) . 

two Spanish-American (GS-6 and GS-l), two Blacks (GS-5 and 05-2). The Black 
GS-5 is an EEO Counselor. 

- Whatever EEO results there are in the Design Unit are due to your personal 
interest and effort, with little direction or assistance from the EEOO, 

- To your knowledge, you have not received any credit or a better performanct 
rating due to your EEO activities. 
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EVALUATION INTBtVIEW 

ROLE KJI {QW WAIUBLE 

Eftgltieering Technician, CS-802-lO (Black) 
Project Office ^1 

Office of Direct Federal Construction 

You have this information to provide the Personnel Management Evaluator; 

- First, try to get the Evaluator to give you a technical ruling (or geieral 
reaction) on whether your job should be reclassified to either (1) Engineering 
Technician, GS-S02-11, or (2) Civil Engineer, GS-810-11, 

-Tell him your supervisor also feels you should be upgraded to a GS^ll 
Technician or Engineer and that you understand the classifier says it could 
be a GS'll Technician, but is clearly not an Engineering position, (If 
interviewer asks concerning your appeal rights, you ^re not aware of any appeal 
rights and ask interviewer to explain them to you.) 

- Don't argue with the Evaluator on this issue, but do try to get a clear 
response one way or the other. 

- Point out you have a B.S. degree in Mathematics from Morgan State. 

. Also indicate that you believe nothing is being done to develop you pro- 
fessionally, to get you in the Engineering series via a training agreement, 
OJT, and/ or night classes. 

- That nothing positive or forward-looking is being done like this for blacks 
and other minorities. (Be sure this point is made with Evaluator.) The only 
gains in EEO you*re aware of is through the personal effort of one supervisor 
in the Design Division and management hasn't recognized him for it to your 
knowledge. 

- Would go half-way if necessary and take a down-grading to get into the 
Engineering series, but you aren't sure what to do since there is no career 
counseling service available. 

- Though the "freeise" is over, there certainly is a "frost" on and you don't 
want to work at higher level duties just to keep the lid on the average grade, 

- Surprisingly, when not asked to work at higher level duties, you get stuck 
with duties an experienced clerk could handle. Understand many other 
technicians are in the san^ boat. 

PROVIDE THESE POINTS ONLY IF ASKED S 

- Competitive promotions seem to be fair. Promoted to CS-IO competitively. 
They use a panel made up of supvy and non supvy employees. You have not 
served on a panel yet. 

- You are not aware of your rights concerning Federal employee labor 
organizations. 

- Performance ratings are done annually on anniversary date. We discuss 
rating, but there isn't much talk about training needs or anything else. 



197 



EVALUATION INTERVIEW 

ROLE PLAY 4 BBT (m AVMUIBLE 

Crants Specialist, GS-IIOI-U 
CSrsnts Application Branch 
Granit» Division 



You have tbia information to provide the Personnel Managetsent Evaluator: 

- First, try to get a strict pledge of confidentiality about the Information 
you will provide as you do not wish your name to be used. 

- Much turnover in the Grants positions, both your branch and the Compliance 
Division* 

- Turnover is due to friction between Grants people and scientific and 
engineering types. 

> Grants experience is little valued as it is seen primarily as a paper* 
shuffling function and no "real" knowledge, i.e., scientific and/or engineering 
subjects, is required. 

- Since Grants experience doesn't qualify for advancement to higher managerial 
positions reserved for scientists and engineers, few people file for vacancies 
listed in the merit promotion plan. 

- Advancement opportunities for Grants people seems to lie outside the agency. 
A few opportunities exist in HQs, but no one from here has been selected. 

- Vacancy announcements give more weight to engineering or scientific 
experience or education. 

- Work relationships are all confused. All the time in the world is taken to 
review the basic grant request from a technical standpoint, but then the 
administrative processing is rushed- -the part that involves examining for 
correctness of format, appropriate signatures, funds availability, proposal 
status, and procedural compliance generally. 

- Lots of times grants proposals are turned back because the Branch Chief says 
we haven't done a good job. If we knew what he wanted and had some time, we 
would have much fewer rejects. 

PROVIDE THESE POINTS ONLY IF ASKED J 

• Not detailed at all but would like to be. How do details work? 

- Received orientation from co-worker. 

- Recruited via grapevine, just lucky. 

- No career counseling received. 

- Little credit for the kind of work you do. 

- No opinion on opportunities available for minorities and women. 

- Don't know how a grievance would be received; otherwise might file one 
on the merit promotion selection criteria. 

• Performance evaluation is accomplished, but it is perfunctory. 

- Awards go to engineers and physicists 

- Do not know rights concerning union membership. 
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EVALUATION INTERVIEW 

ROLE aAV 5 UST on AVMUBLE 



Civil Si^ineer, CS-810-U 
Team 2 

Solar Energy Research Dlvlalon 

Yoe have this information co provide the Beraonnel Managament Evaluator; 

- Technicians hired arcn*t coopetent so engineara and scientists either redo 
the job* or do it thenselves to get it right the first time. 

- Work as Project Team Leader assigned to work up grants propoaala» but don't 
gat any recognition as a supervisor; others are in the sane bind. 

• Requested supervisory training twice but Bersonnel turned it down even 
though the Division Chief approved it each time. 

- Us9 sent once to a five-day course in Chicago on ♦•Report Writing" when you 
didR*t want to go. You feel you and your colleagues already have the knowhow 
to write up research findings but no officially -approved report formats exist, 

. Think Grants Division slows things up with unnecessary administrative paper 
work since grants types don't understand the technical aspects of the work. 

* Feel asked to do too much technical review of proposals for the Grants 
Division (Peer Review Approach) since you want to spend more time on solar 
energy research. 

- Glad to help Personnel Office out by referring experts you know (Colleague 
Referral). Feel it is a good way of getting experienced people as you don't 
want to train anybody* 

PROVIDE THESE POINTS ONLY IF ASKEDt 

- Set work assignments when working as Project Team Leader. 

. Position description not accurate because of the supervisory duties. 

- Wonder if it is a detail when you are assigned to review grants proposals 
processed by the Grants Division. 

- Maybe the EEO program has watered down the qualifications for the 
technicians. 

- Merit promotion okay. Served as panel rater for a GS-13 position In ihe 
Compliance Division. Personnel Specialist explained working system. 
Used experience and training (ACE quality), performance appraisal^ awards. 

- Not aware of rights concerning unions. 
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EVALUATION IKrERVIEH 

ROLE SUV 6 mi tan mum 



$ttp«rvitory Civil Engineer, GS-810*14 
Projeec Office #3 

Office of Direct Federal Construction 



You have this informecion to provide the Personnel Manageioent Evaluator: 

- There is a recruiting problem with regard to the technicians. Have worked 
with Personnel Office to recruit at the nearby coanunity college but without 
BMch results* Salaries offered or sonething doesn't seem to reach them. 
Kind of resent spending the time on this when you don't see any results to be 
gained and then* too, you much prefer working on the professional aspects 
of the work. 



• There isn't enough time for anyone to do the necessary training of thts 
technicians. Therefore, we are gearing our recruitment approach to C$<-5 and 
above technicians--the more knowledgeable individuals* 

- Have been a supervisor for the past six months* Have not had any supervisory 
training. Glad of it because you don't feel it is necessary. These people can 
supervise themselves. 

- Don't see EEO as a vital issue since everyone is treated fairly ana equitably. 
Women in technician positions create a problem because the work involves 
activities at a construction site, outdoor work, travel varying hours. No 
question in your mind as to their ability to perform the technical aspects. 
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Englnaering Orafcsman, CS.818-4 (Female) 
Drafting Unit, Design Division 
Office of Direct Federal Construction 



You have this infomation to provide the Personnel Manogement Evaluator! 

• Feet there well may be dlacrimination against woto^n employees» or at tne 
least y disinterest on the part of management, 

- For example » you are denied access to both Phy Sci Technician and 
Engineering Technician jobs because they involve outdoor work, travel, weekend 
work, and work around construction sites where th^re may not be washroom 
facilities. 

- While management officials did not give any direct evidence that they 
didn't want women» one senior Engineer (while serving in an acting supervisor 
capacity) did raise the above points with you. 

<• While you feel you haven't got the chance for a technician job because you 
are a woman, you don't want yet to file a formal complaint of discrimination. 
Haven't complained because you aren*t ready to put up with all the fuss it 
trauld entail. 

- Point out that there isn't even a \iO0it>^n*B Program Coordinator you could 

talk things over with. If interviewer asks if you have talked to EEO Counselor 
respond that you don't know who the counselors are and that they are probably 
on management's side anyway. 

- liave a two-year diploma from nearby Central City Community College in 
drafting. 

- You would like to know what the Evaluator is going to do with the information 
you have given. 

PROVIDE THESE POINTS ONLY IF ASKED: 
•> Notified of work-related changes. 

* Position description is accurate. Never been detailed. 

- Don't know rights concerning unions. Our Chief is down on them so I think 
they might fire you if ycu joined one. Can Federal employees belong? 
Would like counseling on how to get into technician series. 

- Haven't filed for technician jobs because it seems you don't meet the 
qualifications* 

* Recruited. Just dropped by the Central Region Personnel Office since 
the FSPA building was right at the bus stop. 

- No orientation at all. 
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ROLS aAY 8 

Card fUnch Operator, GS-356-3 
Branch 

Technical Services Division 

You have this information to provide the Personnel Management Evaluator: 

• Must £0 to the Administrative Assistant (Division Chief's secretary) on 
all personnel matters before you are permitted to go to the Personnel Office, 

' While the Admin Assistant is usually helpful, there are times when you want 
to say things or find out about things you don»t want spread around the 
Division later, 

- Complain of unfair treatment by professionals in your Branch and in the 
other Divisions; little personal respect shown» called by your first naroe» 
treated as if you didn't know anything, even asked to go for the coffee. 

> Professionals take long lunch hours and coffee breaks and come and go as 
they please. 

- Overtime not divided up in a fair and consistent manner. Not given any 
choice about having to work rotating shifts and weekends and given little or 
no notice about »hift changes. Others in the Branch very upset about this 
overtime issue, 

" Also, no training program to help you move on to better computer jobs, ones 
you know you can do. You don't want to be a Card Punch Operator forever. 

PROVIDE THESE POIOTS ONLY IF ASKED: 

> Classification: You think you should be higher graded, but you have never 
asked about it. You are unaware of your appeal rights. Your position 
description is accurate, 

- Merit Promotion: You believe promotions are not fain.. Supervisors 
promote their favorites but you don't know any specific examples. You do 
not know how the promotion system operates, 

- Performance Evaluation: You are rated annually. Your supervisor discusses 
it, and it is fair. Haven't talked about training needs. 

• Training: You haven't had any training in the 1% years you've worked here, 

- Found out about government jobs through your trade school. 

- Supervisor doesn't inform anybody of changes; no need, no changes. 
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FSPA SUMMARY OF OTHER INTERVIEW PtMOZMCS 



oRGANizAT ION A BEST fiOTY AVAtiJlBLE 

4 managers 
6 supfirvisors 

9 employees (2 employee requested) 

A few GS-U and above physicists/engineers from several divisions serva on 
a panel which classifies physicist and engineer positions in the Solar Energy 
Research Division (SERD), They use the CSC Research Grade Evaluation Guide, 
the personnel specialist serves as technical advisor. They like the system 
and have few problems with it. However » they believe some engineers and 
physicists in other divisions resent the fact that their positions are not 
classified by panel. 

Several professionals in the Grants and Compliance Divisions alleged that 
favoritism is used in SERD. They believe a high number of promotions are 
made without announcements due to that classification panel, (One or two 
confused classification panel with the merit promotion panels,) 

Five engineers and physicists and three grants managers in the Grants Division 
say-proposals are delayed because the real final approval authority rests sole!; 
with the Division Chief and not the Project Team Leader. 

Engineers and physicists, primarily in Solar Energy Research Division, complclm 
that they are sent to general management and writing skills courses unnecessariiy* 

Complaints from professionals in all divisions that clerical help is hard to 
get. The girls in the steno pool are capable but they seem overworked and 
are never available when needed, 

Steno pool supervisor states that volume of requests for help has doubled 
over the past year. Yet she has only been authorized one additional slot. 

The Chief of the Grants Division states that quality of work is good, but 
lately quantity has been slipping. Attributes this to high uurnover rate tr» 
grants specialists and grants managers. Knows there is some feeling of 
secmd-class citisenship on their part bat doubts thac is reason for turnov*". . 
Has discussed with Director of Administration. 

The Chief of the Compliance Division has been experiencing heavy turnover 
recently. Doesn't know what*s causing it. Hasn' ; discussed it with anyonv-*. 

Two tuanagers and four supervisors stated "rhey support REO but they are nor. 
aware of any assigned responsibilities. Et:»ploye>«$i Art» ^^ware l.ut apathetic, 
including minorities. 
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ORGANIZATION B 

7 managers 
7 supervisors 

lA employees (3 employee requested) 

Nine professional scientists and engineers, GS-9-12» state that: 
Work is routine. 

They must spend a significant amount of time in technician* type duties. 

They are receiving very few opportunities for professional training. 

Most high grades are in the Federal Aid side, and those divisions recruit 
from outside the Region rather than taking people from the Direct Federal 
Program. 

First* line supervisors complain that the Personnel Office is not moving fast 
enough to fill their vacancies. 

Two civil engineers, GS-12, Project Office #2, claim to be supervising each 
other. 

Seven employees, GS-9 and below, said merit promotion application forms were 
too complex and too long and that vacancies weren't posted long enough. 

Three physical science technicians say they are working on job assignments 
outside their position descriptions. 

Lower-graded employees, mostly in the Project Offices, say supervisors bad- 
mouth unions even though there is now no recognized union in the Regional Office, 

Technicians complain about quality of the "canned" technician training program 
they all are required to attend. It isn»t relevant to job. 

Technicians generally complain about unofficially high (and artificial) 
standards which prevent them from crossing over into the professional series-- 
a degree is the "entrance fee." 

STATBMNTS COMMON TO ORGANIZATION A AND ORGANIZATION B 

Ten supervisors are unaware of FSPA policy statement on LMR. 

Fourteen employees said merit promotion seems fair. Panels are used and that's 
good. Of course, everything is up to the supervisor. A few en^loyees feel 
there is "preselection." 

Several supervisors (at various organisational levels) say they need training 
in how to deal with marginal and troubled employees. They say apparently 
Personnel knows about this but hasn't done anything about it. 

Two QMinagers and four supervisors are not aware of any assigned responsibiHtv 
for EEO. If they are rated on it, they are not aware of it. 
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UETTERNO. 27i-702 



SUBJECT: Revised guidelines for regulatory coverage of 
Classification and Staffing 



The attached guides are for use in evaluations covering classification 
and staffing. Draft versions of these guides were provided to recions 
with Operations Memo 273-57. The present guides have been revised 
based on rftglonal comments and suggestions to the drafts. 

Before their final incorporation into the evaluation handbook we will 
want to thoroughly test the guides and incorporate further suggestions 
based on actual use. For exaiaple, we have not specified the actual 
numbers of cases to be included in regulatory review samples, pending 
further study here in the central office of resource and coverage 
irapUcations of various sampling approaches. In addition, findings 
ot a task force now underway on developing possible improvements in 
the CouBitssfon's use of its enforcement authority may well have an 
inipact on ot»r reviews. 

Also attached ace advance copies of worksheets designed to assist 
in the review of major types of personnel actions. Regions should 
feel free to modify thete forms and utllii^e them as they see fit. 
ti.WL versioits of Liie ui^ will be issued after a thorough test 
of thfcii aiility. ^ 

Gilbert A. Schulklnd 

Di rector. Bureau "f Personnel 

^nagement Evaiuat jon 

••' ^•>* ' ..i ptf: cJa.j^i ticatlon 

Klfe fov jr«gitlrttca*y reviti**^ of staffing 
«^ /« f t-K-t f Via acr ion 



tNf.!!H».:it>- 'vu ytfa i^-'.y.^'^t i.-mpmi 'iivislon, BBt^, Extension 24473 

COO^-: PcrL.jnr'^1 JVinafioiwen', tv.-Juation, Surveys and Audits 

OtSTkJBUmri: CSC U A, l; ISI 

LETT ^/^>^^<£S: Apcii i«, vm 213 



Attachment I to CSC OL 273-702 i , ^ 

BEST GOFY AVMMU 

General guides wtiere the prtniar>' Interest ia the survey is lo « iln 
bread coverage of. position clasit^iricacjon. the ^oUowiny guides tc st Meet- 
ing the *tA:ids of positjtons fax* r^viisc wjlli i;arniaUy uyply: 

o Prinmcy seltictj.ua.s !»huutu u.^ ui^ue Krwin GS and WG positions 
in prircipai r\is«5:ott-rf -.:;vCw vccapations* The yainpie should 
include sutticienl uumbttra ut -oumeyman or full perforraance 
level tjofaitiuns in niaifstreaiu occupations to verify classi- 
fication accuracy or classification problems generally within 
these key jobt>. 

o Xn addition to journeyman or utU performance level positions 
the sample should include M.£j:iCi.ent numbers of higher level 
supervisory and iiui.iager.di poslcions above the mainstream 
* ccupations to tt^bt rna claaaiticatlon soundness of the 
u t )$ani za tiona i. I : ^ o i-a rchy . 

o Samples need not ordinarily include lower level or develop- 
mental positions below the journeyman level where no signi- 
ficant problems are identified at the full performance level, 
or no other indications of problems at lower levels are 
apparent. 

o Where appropriate* samples should also Include new positions, 
positions where new classification standards have been applied, 
and positions classified on a projected basis. 

o Samples should Include po&;ltlons where other review techniques 
(e.g., review of organization charts, questionnaires, interviews, 
etc.) indicate that significant problems may exist. 



Speciait ^ntrftructions 

o Attcrntev t/uslLxut a excepted under Schedule A. Soction 213.3101 
when included m the audit saapie, a determination must be made 
not only on the: appropriateness of the classification, but also 
on . 

- . tne Iticumhe'- 'i-- fact njemher n" ♦-nf- 

WhAtrx'^L the ageno' han fiuurd cdmi'ii strati ve reasons for 
combining pr..j:e88iurt«t iegal duties requiring admission 
to the* bar w:*:h subatanuiai a»ttOunts of non-attorney 
dut«t?. (where this is the case with the position audited) 

Fi- -un^s sh^H?ld be reported to ..ne Bureau of Personnel Management 
HAciuation In a memorandun. trauj^mitting the survey report. Any 
turuwr action required would be concerned with protecting the 
merit &'ntem and *Tjproving i!iaripo»*er utilisation and would be 

i..: L' •ua.i ly the Bureau, 

o Pu: Xwr»>i& la Grades 16.1/ aud It will be reviewed only when 
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if.iuosled by the ^reau of Personnel Msnagement Evaluacion. 
i-inamgs (e.g. , the position Is functioning as described in 
i»e official record, or a statement of the difference between 
Che position of record and the actual duties and responsi- 
uilities) should be reported to the Bureau Director in a 
memorandum transmitting the survey report. 

" Hearms Examiner goaitiQt\s Unless specifically directed, 
hearing examiners will not be subject to post-audit. (Hear- 
ing examiner positions are classified by the Office of Hearing 
Examiners, Civil Service Coimni88ion,on a pre -audit basis.) 

c. Personne I Officer Posl tions Nteed not be audited unless 
required by a specific survey plan. If a personnel officer 
position is audited on an optional basis and a grade cbange 
is proposed, the case should be referred to the Bureau of 
Personnel Msnagement Evaluation for prior revieiir, together 
with a statement giving the reasons for the change. The 
proposed change should not be discussed at the local level. 

(otid uctlnp audits Where possible, position descriptions should be 
«?vxfcwed in advance of the isite audit and Initial determination of 
V .11, cation accuracy hamd on this documentation made. For many 
tvp.:. »t common occupations*, the advisor's knowledge, background 
tu5 .»i:H£*tion on the organisation, and the descriptions* content should 
inovide an adequate basis jfbr grade determination. However, where 
Lue dtjscriptlon does .net**a<int4in information necessary to distinguish 
une grade level from anotHer, this should be noted for later deter- 
mination of corrective action. 

.v> a general rule, actual qn-Site audit of a position will be conducted 
with the incumbent and the imnediate supervisor. When it is not possible 
•.. iijif.rview the incumbent, the audit is conducted with the immediate 
u'^rrvisor. Sufficient time thould be spent during the interview to 
,.t.t. all significant information. It is important to insure that the 
,TxpUTyec and supervisor clicjarly understand that a desk audit is being 
ju ttonned and that any significant error In the description or classi- 
titnti m will require correction. The interview should not be hurried 
.(..d the incumbent should be eftcou raged to talk fully about the Job and 
ti.f job situation. 

Audit selections may be baied on findings from general purpose employee 
r supervisory Interviews, In fact, potential position audit selections 

..Kiv be purposely included in the general employee interview sample be- 
au. .f possible class^fidatlon problems. In Instances where general 

,5,tei-views suggest classification problems or reinforce doubts as to 

accaiacv of classif icatlcn an immediate decision may properly be made 

.o sbtit the focus of the intftrview from a general employee interview 
a classification audit. It is important however, to clearly Inform 

Lhe incumbent at the point whtn the interview becomes a classification 

audi ' . 

W^u ro th*^ advisor determines that the Incumbent is not Pf '^f ^'^"B ^^^^ 
dutie described in the position description, a double check should 
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be made to assure that all the facts ahout the Job sttuatlon aye known* 
The position should then be discussed fully with the supervisor; If 
the advisor determines that the job is misclasslfied this sh">uld bo 
nede known before the on*site survey Is eonpleted. 

Iteviaw of classifi cation oroeram administration 

Findings from poslUon reviews should be related to Infonnatlon about 
the classiflcaUon program to identify eauaes of present or potential 
problems and develop solutions. Clasalflcation program elements which 
should be reviewed include: 

o Establishment and maintenance of an eCfectlve classification 
review program. 

o Systematic review of positions which were classified on a 
projected basis* 

o Routine verification of duties before upgrading of encumbered 
positions. 

o Routine recheck of classification of vacant positions before 
refilling. 

o Spot-checks and controls to assure that supervisors are report- 
ing and terminating details and correctly certifying for annual 
(Whl t ten) review. 

o Preparation of evaluation statements for supervisory positions 
and positions where the basis for classification is not readily 
apparent from the description. 

o Application of new standards within a reasonable period of time 
(i.e., within six months unless the Comstlssion has approved a 
longer period of time.) 

o Effecting controls in connection with salary retention cases. 
Including: 

• Detcrminanion of employee eligibility for salary 
retention in demotion actions* 

- Consideration to employees with retained rates in 
appropriate promotion actions. 

• Control of expiration dates of retained rates 

o Prompt action on classification actions and previous classi" 
iicatlon reviews. 



219 



ERIC 



Attachment 1 to CSC 01 273-702 



BEST COPY AVJULABIE 

Review of tha propriety oi agencies' posit on cia?^slticatlon actlona ta 
a legal reftponslblllcy of the Commission, 'l:\e only re^al test of compUanee 
'1th legal and regulatory classif tciitiou i ^ r^u^ /cments Li> the accuracy 
the classification of individual posltio^i?. irieretotcs whenever possiblet 
advlaora inust make firm clasalftcatlot! d^cisi^iia on positions reviewed* 
Any survey finding which results in the u' ^wi rion that an agency deter<^ 
niination is not correct and is due prinkariiv improper application of 
classification standards rather than posirii n nanagetnent considerations 
wlil be treated as a classification v-^ioiacxuii ce qui ring corrective action* 
Findings which indicate uneconomical po^iciur. structuring, although not 
In violation of cUssificatlon requi rt' mem will created as substantial 
evidence of problems within the agency's juv<.eic!U tion and reported to- 
gether with recoitinended corrective activ>?: 

Besides basic classification accuracy ^ the i >wing elements should 
be considered in determining regul.istory Oiwp; ir*r«cv^ 

Deterrolning accuracy of position des cri pii^^Mg it\ general^ position 
descriptions do not meet regutator>' n^a rew^nts v?hen: 

o The description omits one or mor- or. Mio mtor duties* or 

o The description includes one qv iMr*f r.j : m JuLlas which are 
not actually performed; or 

o The major duties^ super\it=cr> . . v%»^;;:i;g relationships 

are not described clearly or t^peui u cii ^ :y enough to permit pay 
method category ♦ title and grado c^eii*r:n naM nn xrhen: 

considered by one ramiilar .v:oupnt tonal 

field involved, and 0,^0' ir.HLi^ .'\ ,.f-r*. ..ni-nt* )ob 
evaluation standardt: 

Suppleinented by vfeitidi'v ^vuiiij-^.-^ ^^.l! vu'.**'<>^»t 
information on uhe o^g^.n*./ r;! .-.^ .^.j^.-- 
programs and procddu . -.'5 : 1. 

o Information obtained en auc*.' : ^ v rl:.. cUscrlption 

does not reflect the sup^^rv:. r ; vv.h^sg roletlon- 

ships currently affecting cun .. . 

Accuracy of determining coverage . _ ; v_ i ^r^ Act - • 

General guides for determinatio:; o:: c ^ \] ^ < .ossification 
Act may be found in FPM chaptfjr 3 

Promptness in classifyinf^ and recl .s. :. i* uimely basis -* 
Agencies are required to impiernc^x . ... -'n a reasonable 

period of time* Practical constc^crv . v .vjvif^or in deteztdinlng 

what Is reasonable might includ-^ c. - • ■ ^ clos^iiticution 
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standards on positions in tha organisation; number of posttionrm the 
organization which art affected; whether the agency has, in actuaUty 
applied the standards* but has delayed effecting administrative actioA 
Of a title or grade change, etc,, because resources have been applied 
to higher priority matters. Generally, six months is considered a 
reasonable period, unless the Connission has approved a longer period 

Proper control of detAiia Agency responsibilities when using detaiU 
may be found in FPM Chapter 300 S-8. 

Salary retention oparAtion^ Criteria for agency salary retention 
operations may be found in FPM 531 S-5. 

Taking co rrective action 

Where a determination is made that a position or positions have been 
improperly classified, corrective action is required. Agency position 
classification practices and systems may also require correction to 
the extent that they result in actual mlsclassifieation of positions, 
illegal details, improper salary retention determinations, etc. 
Therefore, it is important that the review of cases be thorough and 
fully documented. 

The Commission's purpose in directing corrective action is not merely 
to resolve those violations which have been discovered, but to correct 
the situations which have resulted in violations and to eliminate 
present and potential causes of violations. It is highly likely that 
such causes may be linked as well to other problems in position 
management and work organization which seriously affect the efficiency 
and economy with which the agency carries out its mission without 
violating specific classification requirements. Such linkages should 
be made tuUy eKpllcit in analyzing and reporting on the total personnel 
management climate in the agency. However, required corrective action 
which is within the Corarolsslon's jurisdiction should be clearly identified 
and distinguished from those matters which ar« within the administrative 
jurisdiction of the agencies. 

i^JZ£yii^.- f--i^c:iar ^avi^v the aggncy — Corrective action should not 
{).• Umifcad only to pesxtions determined to be incorrectly classified 
daring the review. Where survey findings suggest that classification 
problems are widespread either within a specific occupation, the super- 
vlsory heirerch^^ or the organisation as a whole, a thorough review 
snoutd be c-lrect*?ci lo dererrslne the tull scope of corrective action 
required. 

I:.;pl«taenning classifi cation findings — The Conmission has stated that 
a clas;iiticatlon tinding - whether made by the employing agency or 
the C.jfmats,«ion - relates only to the position and not to the incumbent. 
(FPTJ ChapctT 752 » Appendix A> 
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Whi.u Cid -aiticution dotmgrad . ni^ nondi mcI pUnary corrective action* 

tuc ertv.u t^ntptoyee can tns « verat; Mince he may auffet losn or 

statas drtii teductton in pay (eitnei* iimediaca, or following a two-year 
»<4Ury- re mention ptsi-iod). Beoauta oi che ptrobl«3m of an amployee sui:£er« 
a los» for aomeching that is not hia leuU*, the Coflnltalon hfts inatrucf .« 
Lfte agencies to take action whavav«r possible to avoid darooting the empi yt^i:. 
The kinds of action possible necessarily vary with the numbar of empioyi .^s 
involved as indicated below. 

Classification ^ey^ fHons affecting a single ewioloyaa *- Even though a 
position ia found to warrant claaslfleatlon at a loiwr gtada, tha 
agency may be able to avoid downgrading by assigning additional duties 
and responsibilities and training the amployaa to prapara hin £or auch 
additional duties and responsibilities. If the agency cannot avoid 
downgrading the position, it still must make a positive effort to avoid 
demoting the employee by assigning him to another position with no loss 
in pay or minimum loss, or it nuat: 

o Consider the employee for reasaignnient to vacancies for which 
it is recruiting and for which the employee is qualified (when 
the qualifications requirements appropriate in reduction force 
are applied)* 

o Consider the emplojree for vacancies for which it is recruiting 
in intervening grades where there are no appropriate vacancies 
at his present grade and classification downward more than one 
grade is involved. 

o Consider the employee for vacancies in the same competitive 
area as that used in reduction in force. 

When an employee's position is downgraded as a result of a gradual erosion 
of duties, the downgrading fsust be treated as a reduction* in- force action 
(FPM Chapter 351 S. 2^6 > which will automatically give the employee re- 
assigmnent rights commensurate with his retention standing. 

When an employee's position is to be downgraded because of the issuance 
ot new standards, or the correction of classification error, and efforts 
t»» build up the job or reassign the employee have been unsuccessful, 
the re ciav f« no recourse but to demote the employee, Fetinltting the 
iniprc-peit ciMSsiCication to reuwiin without: correction would be unfair 
to all other eniptoye^s who are performing the :3ame work at a lower grade. 
The deraotion action must then be processed under Part 752 of the regu- 
laUons (FPM Chapter 752 S. 2-1); whether the classiflcatloi detemtination 



Ar. improper classification typically has lea origin in some change or 
action for wnicb the employee is not responsible* In some Instances, 
however, where the position has been graduf^Uy modified because of the 
employee's inability to do the work, he may be responsible. 
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W4S owdft by the employing Agency or the Comolttlon It not mettriat 

Classification decif lona affecting • ntimbeg o£ efrolov— f The actions 
deiMsribed above may also he foltoiNKt ««hen a number of employees are 
affected; however» fit is not always possible to work out solution» for 
ail cases in a short period of time* Xn such a situation* FPM Chapter 
5U* S*7 provides that the agfney sMy conautt with the appropriate 
Coonitsion office on a plan to bring positions into eonpliance with 
standards within a reasonable period of tiM — up to one year in 
order to minimise downgradings for tha employees involved. The plan 
developed by the agency oust meet the requirements spelled out in the 
FPM, and any aganey propoaala of this nature must be presented and 
approved before formal classification action is uken. 

Classification deci sions affecting a very larfle number of employees 
The above procedures are usually workable when only a few Jobs are 
involved, but they may be of limited use when many jobs are affected. 
For example, as positions are converted to new standards, there may 
be instances where large numbers of positions will have to be down* 
graded. In some of these sitvariona» the number of Jobs being down- 
graded may far outnumber those potentielly available for reassignment, 
and individual Jobs cannot be built up as the workload does not Justify 
the number of high level jobs now in existence. In addition, the agancy 
may have priced itself out of a competitive position vis-a-vis agencies 
performing similar work, and may not wish to postpone correction by 
th« procedures outlined in FPM Chapter 511 S.7, even if it «»re posaible. 
To continue the status quo could bring further decline in work load and 
necesaitate reductions in force. Downgrading of positions and demotion 
of employees may thus be unavoidable. Since, in the example cited, 
the downgradings result from the application of new standards, demotions 
imtst be proc*»s9ed under Part 752. In order to insure as much equity 
as posslht*, determinations as to which individuals will be demoted 
should follow reduction-in-force prindplea. 

Consjiltarion with the Commission on claaaffi cation actions affecting 
larfe blo cks of positions — Agencies are required to consult with 
the Bureau^ of Personnel Msnageroent Evaluation concerning proposed 
elassificacion changes (either upward or downward) affecting a signi- 
ficant number of Jobs. While a rule-of- thumb guide is 50 or more 
jobs, consideration should first be given to the possible overall 
impact of the proposed action both within and outside the agency. 
Xn some eases, therefore, the Bureau should be infotmed when fswer Jobs 
are Involved. (FPM Letter Sll'6). 



classification review In all surveys where position 
ciaastfcication nas been a coverage item, any determinations that 
classification changes are required tmist be ffupported with a case 
listing attachment to the report: 

o The ca^e listing should begin with the following standard 
paragraph: "Whenever eiasaification action is directed on 
a position in the following list and the agency or establish* 
«Hsnt has established other identical positions, the agency 
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or ••Ublishntnt !• ratpontlMt fort (I) dttenaioing 
wh«ch«r iuph oth%t ^tltiont «n» in Uct, identicAl 
in duU«« And ni«pentiblliU«t to th« tu&jAct pofiUon; 
and (2) Applying AquAlly ch« action diftet«d on tha position 
ravieiMd to all othar poaitiona*" 

o Each individual clataification caaa tAiieh raquixaa a change 
in eUaaifieation or docuaantation, or £or vliich any Cor- 
■iaaion dicaetad action ia Indicatad, abould Va liatad, 
idantifyittst 

- Poaition miwimt and oryinicational location 

- KuM o£ incufldMnt (if vacant pealtion, ao suta) 

- currant agancy claaaiCieation 

- Raquirad changa 

« Bria£ aMtaaant indicating tha baaia for tha changa 

Catea tha avaluator finda on raviaw to ba adaquataly docuoMntad and 
ciaaaificd conaiatantly with CSC poaition elaaaificatlon atandarda 
should not ba listed in tha report. Such findings* howevar, ahould 
ba reported to the Olroctor, Bureau of Personnel Nanagaiaant Evaluation 
aa an attachnent to the nesiorandum transtaitUng tha report in tha 
following two aituationa: 

o Cases specifically designated for review as part of the 
nationwide plan for coverage in the agency; or 

o Cases selected to meet a special occupational coverage 
requirement 

As noted earlier, the terms "suggested action" or "reconnianded action" 
should not be used in reporting & finding that an agency decision is 
incorrect. Actions seeking changes in tha position description or 
any of the aasociated readily available records which the agancy 
employs as an integral pert of its position documentation also will 
be listed in the report as "required actions." When the evaluation 
develops sufficient information to question an agency detetmination 
but the local situation prev«nts the advisor from making a firm 
classification determination, "review and report" may \m ordered 
as a "required action." The direction to review and report en 
posltiona actually audited during the survey should be kept to a 
minimum, since a Commission determination should be made in such 
cases. However, where review of additional positions will be 
necessary to detetmlne t&e full scope of classification problema, 
the agency should b« directed to do so. 
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and report to rpmr^^!!; f^^!** ^ to identlfv 

planning ^h^Co2S;«?^„?^Ii;SSf;^.^*• !• «a«ded tn 

Xiiatance. .uch «s tha foUonlng .hottld b« wportad: 

- Application of .tmutard ,«,ult. in .pp.r.„t or cUl»ed Intquity. 

' fn*""*!!** °^ ^^'^^'^^ ^^"^ «*«*^n type, of work 

WittUs m incon»itt«,t cUwiftcation of giBHUr job». 

" JS'.'XuIr^ air- - or »«.U. 

• A naw occupation needs to bo identified end defined. 
Followup 

injure eo«pU:"«/'H^C««"ni.f:""n''„*^r,^ 
aseessnient of eveluetlon impact: "^^^ report in the six months 

" Il^i!?","!"? >»• oaer poMtiont with 

"Iweted to review addltlon.1 me., 
agency has made the review neceeearv m^j etx 

corrective action has heen ta^ToTiir^'liSnT''^^*^^ 

^m-f "Ih ^ Widespread cUssiflcatlon problems imre found in the 

i«d":\o%e:rfy^'ii:::^f^ -^^^J^^^ addltlonaTSoi^tlt 

problems, corrective action and resolution of classification 
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R.vi«» of sfiun^ BIST COW AWMUBtE 

Background 

The CSC reviews agency stacking prograoa to: 

(l> Assure that agencies are conducting internal and external 
staffing programs in accordance %rith existing laws and 
regulations. 

(2) Oetemlne the degree of conformity with the principles of 
merit, including equal employment opportunity. 

(3) Evaluate the extent to which the total staffing procese* 
including recruitntnt, placement » merit promotion » and 
career developsMnt programs are being managed to support 
the achievement of the organisation's overall objectives. 

(4) Motivate improvement in the staffing process where needed 
to more effectively achieve mission and public policy 
objectives. 

The first two objectives listed above must form an integral part of 
every review of staffing programs. When it Is found that staffing 
programs are not in confomlty with rcgulstory guidance and/or 
merit principles, the corrective action must be required. 

At the same time the regulatory review is being conducted, the advisoi. 
should be sensitive to the broader and more subtle Issues Involved ' : 
staffing, such as responaivef^ss to management needs and mission accom- 
plishment, and look for areas where improvements should be made. Sub- 
chapter 2-3 provides guidance in the review of agency staffing programs 
in terms of relating them to successful mission accomplishments. 

Contents of the regulatory review guides 

These guides are prima ^-ily concerned with the review of agency staffing 

programs to: 

o Assume complit tee with existing laws and regulations in conduct- 
ing recruitment, selection, and placement activities. 

o Detetnine the degree of conformity with merit principles in 
carrying out staffing programs. 

They have been divided into four subsections: 

( 1 ) Preparation 

(2) Determining compliance 
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(3) Reporting and follow-up 

(4) Corrective action 
Preparation 

Before attempting to review staffing the a^tvisor should become 
thoroughly familiar with the policies and regulations which impact 
on agency staffing program*. At the same time he is reviewing pro- 
cedural correctness of staffing actions he should be looking for 
fjidlcators of possible probl«as in substantive compliance with merit 
principles and whether or not actions are contributing to organiza- 
tional affect ivenass. To do this the advisor needs to be ir\timately 
familiar with and understand the interrelationships between guidance 
contained in the appropriate FPM chapters and FPM letters and Book 11. 
Subchapter 2*3 of this Handbook* 

Advance information on the number of personnel actions taken during 
the period under review should be obtained from the Installation* 
This data should be used in selecting the sample of actions to be 
reviewed and in identifying areas of particular concern. The sample 
of personnel actions to be reviewed should include the following: 

o Career or career conditional appointments (Including conversions) 

o TAE£R and temporary appointments outside the register 

o All other temporary appointments 

u Excepted appointments 

o Transfers (accessions) 

o Reinstatements 

c Reemployment actions 

o Details 

o Promotions (competitive and non-competitive) 

c Reassignments 
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Guide tor SampIiaR Personnel Actions Evaluation offices have full 
discretion in determining the makeup of the personnel action sample 
based on advance infonaatlon and infortwition produced during the 
review. In determining the number of different typea of aetiont to 
be reviewed (i.e., promotioni» reataign»enta, temporary appointMnts, 
etc.), consideration should be given to the number of actions tAken 
in each category. For eKample. if an activity showt an unutual 
number of temporary appointments, this may ba an area datarving of 
particularly careful review. As a minimum, a sufficient nuabar 
from each category jihould be included in th« sample to insure that 
there is compliance, or to clearly identify the extent of regulatory 
problem areas. 

Other factors which need to be taken into account in constructing 
the person: el action sample include: 

- The composition of the workforce (i.e. the sample should 
be designed to provide coverage of the major occupations 
at the activity.) 

- Known problems, employee complaints, etc., at the particular 
activity. 

' Information developed during the review. 

It may be necessary to expand or modify the initial aaaple based on 
lindings during the review. The extent to which this it raquirad 
roust be based on the judgement of tha taam leader. The dactaion to 
expand or modify the saaplt will norftatty ba bated on tha naad to 
verify whether or not a clear pattern of compliance, or of violation 
o( regulatton8,e"lst8. For exampUt whara several violationt of a 
particular type are discovered in tha initial tampla it way ba 
necessary to expand the number of actiont reviewed to ettabllth the 
existence of a consistent problem. The need to expand tha tanpla 
will also depend upon the agency's willingness and ability to under- 
take a complete review of such cases and fully correct itt practices. 

Determininft compliance 

Procedural steps for processing personnel actions and maintaining 
personnel records are contained in FPK tupplaaa»ts 296-31 and 293-31 
and substantive considerations in taking personnel actiont are found 
in appropriate portions of the FPM and Itt tupplamantary itauancat. 

CSC forms ^ may be uted In reviewing samples of 

personnel actions to help assure systematic review. 
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lypes of raaulAtory deflclanctaa — 

® Vlo jetton • «n action takan contrary to Coiwalislon regulations 
or raquirenents deriving froa a lav or Executive order pub- 
lished in the Federal Register (see section on Corrective 
Action). 

^ Significant IrreeuiAyitY . «n trror which if pemittad to 
remain uncorrected, could adversely affect the Covernment or 
its enployaes (e.g., improper datemination of service com- 
putation date, veteran preference* probationary period, etc.. 
, Mi lure to secure re<|ttired docutsents such as health benefit 
forma, investigative forms, or appointment affidavits). 

- Normal ty can be corrected on-site by calling agency 
attention to error. 

- If action or lack of action results in subsequent action 
detrimental to the employe!, the original action should 
be counted as a violation for reporting purposes. 

^ l^yregvlayity . the action taken is substantively proper, 
but not in accord with prescribed method or procedure 
<e.g., incomplete or incorrect data on SF-50. where correct 
documentation is available elsewhere in the folder or files; 
omission of dates and signaturt on supporting documents for 
the action). 

- Normally can be corrected on-site by calling aaencv 

attention to error. 

SvalMating confottttity iHt^h merit .>rin^ tpU« and >flod ^i»nM«>^ n^ 

? ""'^^ "^'^^ difficult and c^plel arSa. It 
T«3 ! . axftrcisa considerable sensitivity and 

!!!^i^!f, *f *''f" ^ procedurally correct. 

tZ l^tilitt * ^tl "^^^^ * »°«* understandinrof 

^Lf ! »l"*on, the availability of man - 

S^^i \i I ^r*^ T'JT** Personnel management practices, 
^rT? L;;/ «h «nderat*ndlng of the spirit and intent of 

merit system requirements. 
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Some examples ot con^iderat lotis applicable in carrying out this part 

of t he rev i ov i ".n \ ;u '. . ■ ■ 

o In placement ac-tion&, is ?uil consideration given to the 

availability f f manpi-wer, internally and externally, In deter- 
mining the level at which positions are filled? For example, 
is the activity HUtn^. positions at the journeyman level 
when it w<^i'id b-i reasonable and beneficial to lower the entry 
level in the interest of providing Upward mobility opportunities 

o "Ltrt ib.er.' - 'it -ivne ^t, appointments where it appears the activity 
'•'a-? Um t' j iLs recrtiiting activities unnecessarily to one 
):<i„t. -li . we '. . t , T,>tired ntlitary. a particular college 

I? ur.;vf rf;i f; etc.; or to sources Which are not likely to 
produce? mittm-ity candidates? (See guidance on review of EEO), 

o Are tbero un.^' deld,.-. In effecting personnel -actions, consider- 
ing the f.ntur'-; of the action? 

Th-se a'-e obvi.r. sly t-st a r^w exafuples of possible problems advisors 
may find. But t.he.v ::o iUu&crace that to identify such problems and 
trends the advisor must go beyond the procedural aspects to evaluate 
the effect and value nf staffing actions. 

Reporting and f oUov-ap 

Regulatory revi:iw findings should be covered in the report, and 
iniividual cA4*e iisc ,gs att«ched to the report when violations 
are found. Guide iir.ei for directing corrective action are found in 
the secti.>n on cnrrtr,?- ive action which follows. In all reviews 
ciweting legulat nv nmpHance a statement characterizing the degree 
ol compliance should be included in the report summary. When it is 
found that the caking of personnel actions essentially meets merit 
requirements, this suaimary statement will be sufficient and need 
not be supported with separate narratives for each category of 
action. 

Speciflcal ly: 

u Rfiport an vif Uti-^ns xn a case listing attached to the 
report regardless of whether or not corrective action was 
taken prior Co the close of the surveys if corrective action 
has been taken the report should so indicate. If corrective 
action has not already been accomplished, a reasonabta date 
should be established by which the agency must take action 
(ocrmally no (uore than three months) and a follow*up date 
escablisf.ed. The foUcwlng information should be shown for 
each casf : 
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• Name of emprloyee 

• Nature and effective date of personnel action 

• Nature of violation and required action 

o Include in the report findlngt on excessive nunbers of 
irregularities or errors for which follow-up action is 
required (staff training* closer review, etc.,); describe 
in sununary or detail depending on extent and nature of 
irregularities, evidence of agency understanding, avail- 
ability of guidelines, etc. Also, a definite date for 
follow-up should be established. 

o Irregularities or minor procedural errors corrected during 
the survey may be summarized briefly under the case listing 
or in the report, if considered necessary. 

J'ollowup is required to insure cnmpliance whenever corrective action 
is directed. Evaluation offices should report in the assessment of 
evaluation impact: 

o Whether individual case and program corrections were in fact 
accomplished; reasons for any lack of action to correct the 
situation; and plans for future foUowup or other action 
needed to secure compliance, and 

o The extent to which the agency has carried out directions to 
extend the review on an internal basis to correct all violations 
similar to those discovered in the review and taken action to 
insure future compliance in all such cases. 

Where agencies have been directed to review all actions in specific 
categories or in specific organizations to insure all violations of 
the type identified in the Commission review sample are corrected, 
foUow-up should include on-site spot-checks of a second sample of 
such cases where necessary to insure full compliance. 
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coKRECTi vt: Acri ON BEST COfY AVMMLE 

Generai. irrxnciples Governing Corrective Action 

II, f rol lowing policies generally will be applied by the Coiwatsslon* In 
di'-ecting corrective action when Individual personnel actions are found 
ci. utj in violation o£ governing requirements* Cases o£ suitability, 
loyally, employee inl&repre8encation» or fraud, are not covered as they 
are subject to correction through the Corarolsslon* s Investigation program. 

Be.ause the Cotaalsslon's authority to enforce its regulations entends 
over a number of different areas of personnel management t different means 
art. used to effect corrective action when it Is necessary. The type of 
cotttttion Imposed depends upon the kind of irregularity Involved. 

TiroinA; Corrective action In individual cases found to be in violation 
of requirements generally will be directed as follows; 

(1) If prior to the discovery of a violation* circumstances have 
operated to correct the action initially in violation, the Commission 

normally will not require further action. 

(2) If the Improper action has not been corrected by the time it 

Is aiscovered, the Commission will require the agency to take appropriate 
ateps to bring it into conformity %rtth requlremencs. Such correction 
may be made by various means, up to and including removal of the employee 
from the position, depending upon the nature of the violation and other 
pertinent circumstances. 

(3) If the violation was not discovered until after the employee 
leit the agency, the Conialsslon will direct action to nullify any pro- 
spective benefits to which the employee might appear entitled as a result 
of the erroneous action. For instance, when a former employee had been 
accorded status through erroneous appointment and as a result he appears 

have acquired reinstatement eligibility, his file will be corrected 
M.a he will be so notified. Adoption of the above policy does not 
fiotfc&sailly require amendment of other personnel actions contingent upon 
an action which is found to be erroneous. In the case above, for exasiple, 
coir<!Ct;iv8 action would not necessarily rtqutrd adjustment in the ex- 
«»-5.piw>f e»c retirement ststus or the retroactive correction of any past 
■■'^ti^uH involving this employee and other employees. 

Directing Corrective Action 

Wlt.:te Lhe Commission directs corrective action which will affect an 
♦oapioyte adversely, it will instruct the agency to use part 752 procedures 
Lor otfloyees covered by part 752. 



* Currenc delegations of authority specify the officials who direct 
.orrecciv<> action 
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l£ the eaployee hat been tepereted or furloughed for nilitery eervlce 
Hhen the tefMretion order le received £ro« the Cosnie«ion» the agency 
should take no action except to return the case to the Conmission with 
a statement of the facts* The Connission should be informed when the 
parson is restored to his job. 

Whenever the CcHSission finds that any officer or employee in the execu- 
tive branch has failed to follow established policies* regulations* or 
standards for personnel Bsnage»ent ever which the CoaRiasion has Jurisdic- 
tion, the Conoiission shall instruct the agency head to take corrective 
action* 

In those cases where analysis of personnal management activities indicates 
the need for disciplinary action against responsible officials or employees, 
the regions will send their analyses and recommendations to the Bureau 
of Personnel Msnagement Evaluation. 

llie recomaendation for disciplinary action should include in addition 
to the justificetion for the recomsiendations 

The name, and the identification of the position held by the 
official or employee. 

The length of time the person has been in his present position, 
and if a supervisor, how long the person has held a supervisoiry 
position. 

The Bureau, in making its review, will determine if the recommended action 
should be taken, and if the action ahould be taken by the Conmission or 
the agency* 

Saforcement Procedure 

If the appointing officer fails to carry out the Commission's instructions 
requiring discipline* change to lower grade, or separation of an employee, 
the Conmission certifies the facts to the head of the agency concerned. 
If the head of the agency fails to carry out the instructions of the 
Connission within 10 days after receipt of the certification, the Commis- 
sion certifies the facts to the Comptroller General of the tfeited States, 
i>nd furnishes a copy of this certification to the head of the agency. 
When this has been done no payment is made of the salary and wages accruing 
to the employee. 

Invalid Incfflbencv of Position 

Whenever the Connission finds that any person has been appointed, or is 
tiolding a position in violation of civil service laws, rules, or regula- 
tions, or that any officer or employee in the executive branch has 
violated any of the laws, rules, or regulations administered by the 

233 .1 
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.;iiam.3Jton» the Caoimlsston la authorized to certify the facts to the 
ptoptir appointing officer with acMtcific iAStruccloiui about discipline 
nr separation or other corrective action, this Is done only after due 
iivt^ice and opportunity for explanation by the officer, or employee, or 
Luc agency concerned. 

Connisalon Authority to Vary from Re^i^latlona* 

The Commitaion is authorized by rule V to pemtit variation from the strict 
letter of the regulation* irtienaver precise compliance with them would 
Impose practical difficulties and unnecessary hardship* Such variation 
may be granted if it is within the spirit of the regulations and If it 
adequately meets the objective of the regulation as far as the Government 
and the competitive service are eoncemed. 

Whenever such variation Is granted, the Commission records in its minutes 



(1) The difficulty or hardship involved; 

(2) What is permitted in lieu of the requirement in the regulation; 

(3) What in the variation adequately serves the objective of the 
regulation and accoB^liahes Its purposes; and the limitation 
of the variation to the existence of the conditions which gave 
rise to the need for it I All minutes approved which permit 
variations are published in the Conmtission's annual reports. 

Similar variations are granted whenever similar conditions exist. 

Authority Gt^^ted by E,0, 10826 To Correct Adrolnlstrative Oversight 

An agency which has failed, through error or oversight, to make a timely 

determination or reeonnend that an employee receive some benefit for 

which he was eligible by an an Executive order, n«ay request that the benefit 

hit t:onferred by the Civil Service Cofomisslon. If the agency has made 

i!u retiuired determination or recommendation, the Commission, under authority 

of &.0, 10826, may, in order to avoid inequity In individual cases, confer 

the intended benefit upon the employee or former employee, ffo action by 

t: t Commission under E.O. 10826 may be made effective prior to the actual 

dux a cn which the CoimBission grants the benefits. 



^Authority reserved for the Coiaaissioners. 
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The following table lists the action usually directed for some of the 
giore coBwion violations* The table Is to be used as a guide, and not as 
the final deteralnant In all cases. Undar ordinary circumstances, first 
consideration should be to regularise the action, if possible. The 
appro{inate corrective action for individual cases nust, however, be de- 
cided on the basis of the total situation in iihlch tha violation took 
place, with recognition of the spirit as wall as the letter of the require- 
ments* 

Part A concerns violations of specific requirements, externally imposed; 
Fart B concerns violations of specific requirements, imposed by the 
Conmilssion. Each part indicates the normal corrective action taken if the 
employee is on the rolls and the situation is still in violation of 
requirements. (See above discussion of General Principles.) 



VIOLATION CORRECTIVE ACTION 



A. Specific requirements externally 
itnjK>s<td 

I. Improper selection 

a. Rule of 3 not followed a. Agency must regulariae selec- 

tion within reasonable time by: 



1. Appointing available 
eligibles Improperly passed 
over. 

2. Objecting to available eli- 
gibles and being sustained 
by CSC. 

3. Removal of appointee from 
position.* 



Veteran passed over b. 

Applicant supply category c. 
selection procedures not 
followed. 



Same as a. 

If records are not clear enough 
to determine whether a viola- 
tion occurred, CSC directs pro- 
gram correction. 



d. tton- veteran appointed to poti- d. Same as c. 
tlon restricted to veterans, 
and veterans available. 

^mst follow part 752 procadures if employee is affected. If employee not 
gp|(^:fected, program correction only. 235 ^ ^^.^^ 
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CORRECTIVE ACTION 



VIOLATION 



• Suacific reotttrftwot* enf gtifliv 
imposed (conCtnutd) 

2« Appointment CiroiR certificate not 
appropriate to the position. 



3. Veterans preference determination 
not made, or made incorrectly. 



'lembors of family law violated. 

t>. Appointment of non-citizen with- 
out legal authority. 



a. If appointee not qualified fur 
position, agency tmiat cancel 
status acquired as a result of 
this appointment, and remove 
appointee frosi the position.* 

b. If appointee now quaified, he 
may stay on as a TAfiER if CSC 
office permits « but status must 
be cancelled as in a. above, 
since original use of certifi- 
cate was Improper.* 

e. If appointee has moved to new 
position on basis of supposed 
status granted by improper use 
of certificate, agency must cance. 
status and remove appointee from 
position.* (CSC office may 
approve original TAPER appoint- 
ment and noncompetitive move- 
ment under part 335. 102b of part 
335.) 

CSC order correct determination made 
and directs program correction, ( case 
correction follows the action required 
for the particular kind of violation 
that haa resulted from the error in 
preference determination.) 

Agency must remove appointee. 

CSC calls case to agency's attention 
and if necessary, advises the Comp- 
troller General. Violation cannot 
be regularized, since bar to salary 
payment eKists.** 



Mus^ lollow part 752 procedures if employee is covered. If employee not 
affected, program correction only. 

Thi» corrective action is necessary even if the employee was separated betore 
the violation was discovertd. 
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VIOUTION 



Specific geiMilrcMe nf •xtomallv 
- tmposcd (Continued) 

6. Service requlteaente for specified 

• purposes not net. 

a. for promotion under Whltten 
Amendment .(See el so psfi 21 
of these instmctlons^ 

b. for status conversion under 
P.L, 380 end 836, 84th Congress 

c. completion of training under 
approved egreenents. (see see* 
tion 300.603 (a)(1) of pert 300.) 

7. Prior CSC approval not obtained. 

e. exception to Whltten Adentent 
(J cases end training agree- 
ments). 



b. for supergredes and section 
5361, title 5 (ClessificaUon 
of position and qualifications 
of GS-16, 17, and 18 appointees). 

c. for conversions (section e. 
3304(a), title 5, end section 
3ir.602 of part 315 • tlhite House 
service) 

d. tor reemployment of persons 
separated under Sec. 7, E.O. 

10450. 



CORRECTIVE ACTtCN 



a. CSC advises agency and, if necessary 
certifies to Comptroller General. 

b» CSC requires cancellation of status 
and placement of employee in status 
quo if he remains in same position. 

c. Where violation is found corrective 
action would follow policies as for 
other Whltten violations. (See sub- 
chapter 6 of FPM Chapter 300.) 



a. CSC advises agency and, if necessary 
reports to Comptroller General. Viol 
tion cannot be regularized retro- 
actively so long as bar to salary 
payment exists but agency may submit 
for approval as prospective case."^* 

b. CSC orders actions voided and reports 
to Comptroller (Seneral. Violation 
cannot be regularized retroactively, 
but agency may submit for CSC approval 
as a prospective case.^ 

c* CSC requires submission of caHe £or 
approval; if disapproved, directs 
cancellation of status and, If nec- 
essary removal of employee. 

d. CSC requires submission of case for 
approval; if disapproved, directs 
separation of employee* 
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"tiU corrective action is necessary even if the employee was separated bafore the 
iol4cion is discovered. 
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VIOLAXION 



Specific reottiremwti •xternailv 

Imposed (Conttmied) 

8. Reemployment efcer milltAry 
service despite failure of 
employee to file within tim 
limits. 
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CORRECTIVE AC*'I(.;« 



CSC order* agency to regi larize 
appointment (by relnetatement or 
removal if necefsary) and to re- 
move any undeserved superseniority. 
Additional corrective actions may 
be required to amend other viola- 
tions that have resulted from the 
error.* 



9, Failure to observe pay statutes. 

a. Errors relating to Service 
Requirements t Periodic and 
longevity step increases and 
leave category. 

b. Errors relating to pav fixing ? 
rate increase upon proi»>tion 
and salary saving upon demotion. 

B. Speci f i c requirements imposed by 
Civil Service Commission 

1. Incorrect or incomplete documen- CSC requires correction of records 
tation and records. and* if necessary» the installation 

of procedures by the agency to comply 
with requirement.* 

2. Improper use of reemployment If records show violation at time of 
priority listj e.g., seUction selection, agency must correct error 
from It in improper order, failure on basis of current availability of 

to U3e it ahead of other sources, applicants on file at time of improper 

selection. 

3. Appointment below age minimum. CSC requires removal of the appointee 

from situation in violation unless he 
will have met the age limit within . 
three months after the violation is 
discovered. 

*■ ^»u3t follow part 752 procedures If employee is affected. If employee is not 
affectea, program correction only. 



An obvious or apparent violation 
is called to the attention of the 
agency or reported to the Commission 
for further reference to the Comp- 
troller General, 



o 
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VIOLATIONS 



CORRBCrXVE ACTION 



Sggcific rgQutr— mti i«pog«d by 
Civil S«rvte« Co— (Cofitimiod) 

4. AppointiMRt on non*eltis«fi (S«« 
also lt0m AS). 

«. caroor or earMr-«ondltloiial 
appoiRtnent to continulnt 
position* 

b. Temporary appointaant oi a 
non-citisan without attanptlng 
to racruit dt leans. 



S. Failure to observe apportionsMint 
in the transfer or reinstataaent 
of noR" veterans to apportioned 
positions. 



a* CSC requires change to proper type 
of appointment, if possible. Other* 
vise noR-citleen must be removed. 

h. CSC requires program correction 
and change to proper type of 
appointment or removal of non» 
cltlsen. 

Agency must submit justification to 
CoanissioR for a waiver for Commission 
action thereon. If waiver disapproved, 
agency must remove appointee from 
situation In violation.* 



6. 



Failure to setlsfy college and 
licensing raquirements. 

a. Failure to determine "com- 
pletion of college." 



a. 



b. 



CSC requests agency to make deter- 
mination and report within specified 
time limits to Commission if find- 
ing is in negative. If so, and if 
effort to complete requirement Is 
not under way, CSC directs reassign- 
ment, or separation if reassignment 
not possible,* 

CSC requires removal of appointee 
from situation in violation.* (under 
Motor Vehicle Operator Regulations, 
930.112 or part 930, agency may 
issue identification cards for pur- 
poses specified. Where violation 
is failure to obtain Coflmission 
approval 'for exceptions to Regula- 
tions, e.g.. Sees. 930,111b, 930,ll4|>, 
and 930.116b agency is required to 
submit ease to the Commission for 
consideration of exception.) 

* Must follow part 752 procedures if employee affected. If employee not affected, 
program correction only. 239 



b. Appointee does not have 
required licensee or motor 
vehicle operator's identi- 
fication card. 
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VIOLATIONS CORRECTIVE ACTION 



Specific reaulremants Imooaad bv 
Ctvtl Service Commlfalon (Continued) 



7. Improper promotion actions 
(See also (Mge 13 ff.) 

a. Pronotion made without 
proper authority 



a. CSC approves promotion only if 
it is clear that the person pro- 
moted would have been an.oj»g the 
best qualified if an adequate 
promotion plan had been in effect 
and applicable when the promotion 
was made. 



b. Promotion action falls to 
conform to specified con- 
ditions of governing plan. 



If promotion is disapproved, 
employee Is returned to position 
from which improperly promoted, 
or placed in another posit tou 
for which qualified.* 

b. Employee must he removed from 
position and placed in position 
for which requirements are met ♦ 
unless violation has been or can 
be corrected to conform to con- 
ditions of plan.** 



^ Mu5t follow part 752 procedures if employee affected. If employee not affected, 
program correct ion only. 

* tct example, a plan provides for rating enptoyees in broad categories of qualifi- 
cations designated as A,B,and C and specifies that employees in group A will be 
promoted before employees in group B. The violation discovered is that an 
employee in Group B has been promoted although several employees in group A have 
not. If at the time of discovery, all of the remaining employees in group A had 
received promotions, the promotion of the group B employee could be approved. 
F.ver when an employee who was unqualified at the time of promotion meets the 
governing qualification standards at the time the violation is discovered, de- 
notion is ordered unless the action can be made to conform to the provisions of 
the promotion plan by shewing that the employee is currently among the best 
qi:alified for the position and that all qualified candidates who initially competed 
with him have subsequently been promoted. 
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VlOLAriON CORRECTIVE ACTION 



c. Promotion pUn Itself fails to 
meet the standards and ins true* 
tions of CSC, 



d. Failure to give certain 

employees proper consideration 
in a proiQotion action. 

Failure to meet experience and 
training standards for position 
changes other than proiootions 



Action, directed depends or: specific 
circumstances. Most sit asi. ions of 
this kind are rectifiabie by pro- 
gram correction** 

d« Give the employees priority conside- 
ration for the next appropriate 
vacancy (see pages 15 and 16). 

Agency is required to submit the case to 
the appropriate office of the CSC. If 
the requirements are not waived and if 
the employee is not qualified, agency 
must v&aove him from the position in 
violation.** 



9. Failure to meet physical standards. Agency has authority to determine that 

applicants or anployees meet physical 
requirements (i.e., that they can do a 
particular job satisfactorily without 
hazard to thwnselves or others), but 
only Commission can detemine them not 
to be qualified. If agency wishes to 
determine them not qualified it must 
nonselect or submit an objection to the 
eligible. 



*t;omc examples of the kinds of violations possible here are: 

- Spf^clfied qualification requirements do not meet the competitive requirements. 

- Qualification requirements are so highly specialized that they are unrealistic 
in terms of the duties of the jobs to be performed. 

Ktt thods of evaluation are inappropriate. 

- Area of consideration is limited to a very small organisational entity. 

- Emplovees and employee groups were net consulted. 

- Docuzitentation of records is inadequate to produce the information require*? on 
pronation procedures and actions under the plan. 

**>fc3w Itjllcw part 752 procedures if employee affected. If employee not affected, 
pre gram correction only. 
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H. Sp<. > .1 . l equtrements tmpoted by 

f^lv e/ vlcu Congttlaaton. CCpntinued) 

10. ^ iiur« to laeet service requirements-- 
Kutu and length. 



b. lor position change within 

Lhree months After ccwtpetitive 

appointment. 



c, for status for reins tat eioent. 



U. Irtilure to request prior CSC 
j^)proval. Examples are-- 

<^allf Icatlons standards; 

1 11 ling positions in the 
t-Kcepted service. 



CCSUIECTIVE ACTION 



Correct conversion date or if not yet 
eligible, cancel the conversion action 

b. CSC requires case correction if dis^^ 
covered during the pertinent chree-^P 
toonth period. Also, CSC requires 
program correction.* 

c. CSC requires removal froin the situa- 
tion and cancellation oi status 
appointment. 

Corrective action will be consistent with 
action which would have been taken if 
prior CSC approval has been requested. 



lor conversion to career tenure a* 



Direct recruiting authorities 
«nd extensions. 

Advanced in-hiring rates (See 
section 5333(b) of title 5); 

App<.>lxitsient of persons separated 
for causfc. 



Hh"i imprapcr uses of delegated authorities. 



a. Imergency appointment authority. 



Noncompetitive position change 
of temporary or excepted 
fi'.iployee to competitive posi- 

t-lon. 



a. CSC requires tenalnation of appoint- 
ments which cannot be regularized and 
requires program correction. 

b. CSC requires agency to rectify action 
or to remove employee from position 
in violation.* 



...Uw part 752 procedures if employee is affected. If employee not affected. 



prc.^;ran correction only. 
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VIOLifflON 



OORRBCTtVE ACTION 



Bi Specific requirements Impoied by 
• Clytl Service Coawisston (Continued) 

13» Failure to make positive effort 
to fill restricted positions 
with veterans* 



14. Failure to observe pay and leave 
regulations: 

a. to recredit sick leave upon 
reemployment within three 
years. 

b. to reduce leave accruals for 
LWOP. 

c. to apply highest previous 
rate rule in salary fixing. 

d. to apply additional annual 
rate in lieu of premiura rate. 

e. to have agency regulations for 
unconuDon full-time tours con- 
sistent with Civil Service 
Connnission Regulations. 



to apply hasard pay. 
to apply severance pay. 



15 



h. to grant salary retention, 

i, «:o cut off salary retention at 
expiration period. 

fc'ailure to complete probationary 
ai.a perfonnance evaluations. 



If records show violations at tiiae of 
■election, agency must correct error on 
basis of current availability of appll- 
cmts on file at tine of improper selec- 
tion.* 

If thorou^ review does not establish 
specific case violations, program cor- 
rection is directed. 

An obvious or apparent violation is called 
to the attention of the agency, or re- 
ported to the Commission's central office 
for further reference to the Comptroller 
General •* 



CSC requires program correction. 



>*Must follov. part 732 procedure's If employee affected. If employee not affected, 
prosram cci reel ion only. 
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FEDHRAL MHIXT EROMOfTION PROGRAM rmut iUAIf ARIP 

CORRECTIVE ACTION GUIDELINES «*rF RVfUUtDLt 



Elements of Correc tion Action 

The corrective action directed by the Conualsslon has three basic elements. 

Corrective action affecting the employee who was etxoneously promoted. 

- Corrective action affecting employees who did not receive proper conside- 
ration. 

Corrective action directed at the causes of the violations to prevent 
their rticurrance. 

Corrective action, therefore, Is concerned not only with the employee who? 
promotion Is under question, but also Involves the effect Promotion program 
violations have on other employees. and the causes that lead to the violations. 

Reconstruction of Bromotlon Actions 

In directing corrective action In individual violations, It may be necessary to 
reconstruct the promotion under proper procedures to determine: 

- Whether the promoted employee could have been selected under these 
procedures. 

Whether any employees were denied proper consideration by the violation. 

Reconstruction of the action should begin at that point in the processing where 
the violation has occurte^. For eKample: 

. If the violation Involves a failure to properly locate qualified 
employees by posting a vacancy as required by the P^*"»/«^^"«'f f 
oi the action will involve advertising the vacancy, evaluating qualifica- 
tions nf the time o f the or ig inal action, and establishing a best- 
qualified group. 

. if the violation Involves a failure to rank employees, as required by 

the plan, who were otherwise properly located and evaluated, reconstruction 
will be iade from the point in the action where ranking should ha^e been 
made to Identify the group for selection. 

If a promotion action is Inadequately documented so that a determination can 
not be made as to whether the action was proper, reconstruction consists 
of reporting, If necessary, the steps not documented, then determining 
whether the action should stand. 



244 • . 



FRir 



Attachment III to CSC OL 273-702 (lA) N 

Procedural or roguUtory error* may Involve an extensive number of proi^tion 
actions over a period of tine, A case-by-caae reconstruction to determine 
whether the promoted employee could have been properly selected for the position 
would constitute an operation of such magnitude: that It would seriously disrupt 
the accomplishment of the organl suit ion's mission* The more appropriate corrective 
action in such situations Is program correction with a review directed to determine 
whether promoted employees currently meet all qualification and regulatory require* 
roents for the position, and directing removal from the position for those employees 
who do not currently meet regulatory or qualification requirements* 



I, corrective Action Involving the Promoted Qiiptoyee 



Generally, the erroneously promoted employee should be removed from the position 
unless the promotion action can be corrected to conform essentially to all 
Ck>mmission and agency requirements as of the date the action was taken* 



Regulatory Violations - If the employee failed to meet qualification or regulatory 
requirements both at 4Ae time the promotion action was taken and currently, the 
agency will be required to remove the promoted en^loyee from the position. 
(However, if, for example, there are no other qualified cajidldates available that 
met either the regular qualification standard or the CSC approved modified standard 
and the retention of the ps>moted employee In the position would not otherwise be 
considered Inequitable or an injustice to other employees, a request for a waiver 
of qualifications would be considered appropriate.) 

If the employee did not, but now does meet qualification and regulatory ( including 
tim& after coiiipetitive appointment) requirements, judgement will be exercised 
in ordering corrective action based on such factors as how far the employee was 
from meeting regulatory or qualification requlreanents, how much time has elapsed, 
the extent to which the qualified employees who were improperly disregarded from 
consideration or Improperly passed over for selection can be located and identified 
whether they have been subsequently promoted, and whether the promoted employee 
could have otherwise been selected had he met the qualification or regulatory 
requirements. 

Pntcpduvftl Vi olations - When it Is obvious a promoted employee could have been 
i::-.»x^rl> &eleccad, as in the case of many procedural violations, normally no 
4c:tion will be tsKen to upset the promotion and remove the employee from the 
pw>,<iition; program correction by the agency will be ordered. 

ti 11 appears that the promoted employee could not have been selected undar the 
vcLcunr. true ted promotion action, generally he will be ordered removed from the 
position and priority consideration will be directed for those employees, who 
wtr-i. tonsldored among the best qualified. The erroneously promoted employe® 
will be .etarned to his former position or to another position for which he 
qi^lifibd that is at the same grade level Af* bAa former position. If he is to 
bfi placed in a position at a higher grade level than his former position, the 
plccsment action is subject to the requirements of the appropriate merit 
pt' n<oci,on plan. 
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2, Corrective Action Iftvolvir^g Snployees Who Failed To Receive Propisr 
Consideration 



A significant part of the corrective action taken by the Comnlssion will 
be the requirement that priority conaideration for promotion be given 
CO thoae employeea f4io failed to receive proper consideration as a 
result ot the violation. Priority consideration should be a conscientious 
attempt to correct or minimize any Injustice resulting from the violation* 
When nonselected employees have not actually been adversely affected by 
the violation, they are not entitled to priority consideration* 



Determinlnfy Who Is Affected .- The original promotion action or the 
reconstructti^d action may show the following employees to have been 
adversely affected: 



- Etoployees who were placed in the best- qualified group but 

not selected, because of the selection of an unqualified employee. 
Such employees should be considered as adversely affected and 
entitled to priority consideration, 

- Boployees who were not In the best -qualified group in the original 
promotion action but were in the reconstructed action. These 

may include: 

o Employees originally identified as basically eligible but 
improperly excluded from the best -qualified group. Such 
employees vwuld be entitled to priority consideration for 
the next appropriate vacancy although the promotion could be 
permitted to stand* 

o Qoployees who were not considered at the outset but should 
have been. Such employees would be entitled to priority 
consideration only If reconstruction of the original pcorootion 
action shows that they would have been in the best -qualified 
group. 



Ordering grioritv Consideration 

If the promoted employee is removed from the position under review, 
priority consideration applies to this position. 
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It the proraoted employee is 4iot removed « an employee who was not givei. 
proper consideration in the original promotion action, and who has not 
ba«n since promoted, should be given consideration for the next appro- 
priate vacancy before candidates under a new promotion action or oth^r 
action to fill the position are considered. Selection of the employee 
may be mode as an exception to competitive promotion procedures. 

Priority consideration is granted once for each time proper consideration 
v;as denied. When priority consideration is directed, the agency must 
provide as part of the merit promotion process a means for identifying 
the next appropriate vacancy.' This vacancy: 

- Has to be one for which the employee is qualified. 

- Should be one for which the employee would be a reasonable 
candidate. 

- Should be at the same grade level and have the sane area of 
competition as the position for which consideration was lost. 

An employee entitled to priority consideration must be referred ahead of 
all other candidates not also entitled to the s^uoe or a higher order of 
cons iiierat ion. In other words, his name must be referred alone, not 
along with others, unless, of course, other candidates are also entitled 
to the same or a higher order of consideration. 

The term "appropriate vacancy" means the next one at the same grade level 
iov which the priority candidate meets or exceeds qualification require- 
ments including any appropriate selective placement factors, with due 
ref»ard to the factors of area of consideration and the employee *s own 
job pceferi:r.ces. iPriority consideration consists of many steps beginning 
with identifying an employee entitled to priority consideration, deter- 
mintng that he meets the established criteria for placement, and referring 
h:s name no the selecting official who completes the process by giving the 
c^futi^.iite b^MiA Lide consideration. If, during the consideration process 
i( is j»ttntuned that the employee does not meet the qualification require- 
•ntint<s fcr the position, then the candidate should not have been referred 
lo :t.»-. s^ilectins; rtflicial for this vacancy and the conditions of an 
•'appu..^^r'':<».^:e vacancy" have not been met. In such cases the employee 
woul'1 not have been given priority consideration within the intent of 
; he roc'ff trfmen*, . 
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Nor will A priority candidate have been given priority consideration waen 
his name is referred to a vacancy but management decides not to fill the 
vacancy at that time. In this situation it Is considered that there was 
no bona fide vacancy for which the employee was considered. Consequent ly« 
he must be given priority consideration to the next bona fide appropriate 
vacancy. 

A candidate entitled to priority consideration does not have to compete 
with, nor should he be considered with* any candidates who are not entitled 
tu equal priority consideration. If there is a large number of priority 
candidates* the employing activity could adopt procedures which would 
restrict to a manageable number the group actually referred to the select- 
ing official. For example » such procedures could provide for a relative 
ranking of the candidates entitled to priority consideration and referral 
of the best qualified first. However, any procedures adopted would have 
tc provide that all qualified and available persons entitled to priority 
consideration for a vacancy will be considered before any other efforts 
are made to fill the vacancy. 

Based on the circumstances surrounding the erroneous action (for example, 
where employees have complained of pre-selection,favorltlsm» etc.), it 
may be necessary to require that the agency document fully its reasons 
for passing over the employees In the priority consideration group or 
that the action on the next appropriate vacancy be reviewed at a higher 
organisational level within the agency or by a Commission office. 

Directing the Corrective Action 

The corrective action ordered by the Commission must be explicit and 
directed toward all aspects of the violation. This would include 
directing the action to be taken with respect to the erroneously promoted 
employee, assuring that employees entitled to priority consideration 
are properly idancificd, and determining as far as possible the cause 
of the Violation. 

Need for Specificity in Case Listing - For each violation or group of 
violations, the case listing should* whenever possible, cite the law« 
rule, regulation or procedure and the specific part that governs the 
violation. 

For example, if the revic^w discloses several cases Involving the promotion 

of employees from nonsupervisory to sup<jrvisory positions as career promotions 

and exceptions to competitive procedures, the nature of the violation might 
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reftdt Vtolation df provltlon* of FEM Chapter 335, subchapter 4- 2d, 
I •♦career promotion may hot be laade to a supervisory position on the basis 
of addition of supervisory duties to a nonsupervisory position*" 

In addition to the Above, the case listing ^uXd Include the enployeeU 
„ name, his title, series and grade, the orgenisation in which he works, 
and the date the inproper action took place* 

The Comn i salon should not direct the renoval of the employee in the case 

Ustina unless the case is at the point where this decision can be aade. 
- Xn stnue cases of procedural violation and all cases of regulatory violation, 

the Cumaiaslon must approve the retention of the erroneously proDOted enployee 
^ in the position. The final decision affecting the erroneously pranoted 

employee roust be delayed until sufflclMit reconstruction of the case has been 
^ accomplished. 

^ lite agency should be told at what point reconstruction should begin, and 
under what circumstance the agency is required to obtain Conmission approval 
or when the agency may complete the action without prior approval from the 

Coaunission. 



Uhton Agreements and Corrective Action - The evaluator should be aware of any 
provisions in the merit promotion plan that have grown out of negotiations 
with a labor organization. This is particularly true if the negotiated agree- 
ment makes modifications in the agency plan that have not been incorporated 
in the plan at the time of the evaluation. 

For purposes of reviewing promotion activities, those elements of the agree- 
ment that modify the promotion Plan and which are not in conflict with 
re<iulreaofent& of the Federal Merit Promotion gollcv should be considered as 
if they were part of the plan itself . 

Thus, if a promotion action is a violation of a provision in the negotiated 
agreement, the evaluator should consider the violation in the same manner as 
if the agency plan were violated. 



l l« • tlej:iy Io> Ar.alvjsjia of Merit gromotion Violations 



A thorough analysis of merit promotion violations will be necessary to determine 
the onase of ^he violations* The nature and characteristics of the violations 
ii-r-.y be reflections of the merit promotion plan or the agency guidelines. Xn 
thl.9 rc.^ATdt ptomotlon program violations may be viewed as symptoms of the 
p»-oblems Itfentli^^d uhrough the normal evaluation coverage, i.e., the ability 
cf th" itrograri to .neet the noeds of the agency. 

V.xf. analysis process may identify instances where the objectives or mechanics 
*.ht' promotion t.-rog^am have rot been adequately communicated throughout the 
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agency. This may tnvolve tht* inanHi«t?mfc'ni- , or the employees, and m s. • castas 
both. Thus* the evaluator* s responsibility Includes getting the tnu uml 
case errors corrected to the best o£ his ability, plus recooanending rhf 
training necessary to eliminate the problem. When asked to do so, he snoulU 
be prepared to assist the agency In developing the needed training materials 
and In conducting the training (either personally or through arranging tor 
Regional Office help) . 

There may he oecastons when the analysis of promotion program violations leads 
to the conclusion that there has been careless operation of the promottan 
plan, or willful and deliberate violation of the law, regulation, standards, 
promotion plan or guldeltoes. In such cases » Civil Service Rule V glvtb the 
Commission the aaChorlty to take or require that appropriate dlscipUrrtry 
action be taken against the responsible agency official or employees. The 
particular circumstances and conditions surrounding the violation will deter- 
mine the type of disciplinary action to be taken; however, the action may 
range from an official reprln>and to withdrawal of authority, from suspension 
to removal from the service. A recotmnendatlon for disciplinary action should 
be thoroughly supporctid by the analysis, with sufficient iactu«l Infon.tAtion 
to justify the reconroended action. (See page 2.) 

In addition to achieving the corrective action required in individual cases, 
the case listing is also an important part of the analysis aimed at idtniifyli 
and correcting the cause of the violations. While not to be made a paru of 
the case listing, the cause of each violation should he detenutiied am) r- corded 
for future reference and analysis. 

Also, it reay be Important to know the frtitjuency of violations, i.e., the 
relationship between the number of violations and the number of promotions 
made. Considering both the cause and the frequency, the seriousness ol ih« 
violations nsay be viewed in the following manner, 

- Inadvertent violations occurtng infrequently affect few ttnployefc« 
and would not normaUy be considered a basis for disciplinary action. 

Inadvertent violations, or violations because of ignorance, occvritn; 
frequently affect more people and would of considered serious. A 
.correction in the plan or procedure, or Instructing the guilty F'^''y» 
n.Ay achieve the desired correction. 

- Deliberate violations occurlng Infrequently affect fewer people, but 
would be considered serious. Disciplinary action would be indicated if 
motivation is venal, or indicates « disregard for the agency's or 
Conrotssion»s policies and regularions. 

" DttllDerate violations occuring irequentiy affect larger nunibers uf 
people and would be considered very serious. In this event, sevttrc 
dlsctp.I An«ry action would be indicated. 
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Authority to Taka Carractlve Actiun 

R^gioiidt dlidctors ItAve the authority to require the eorroctlve action 
nt^^cegsjary in inaividual violations of merit promotion policy and proceduie 
and to inture progran improvement. 

ptroactive gromotiona Cannot be Uaed for Corrective Action (Ekcopt tedar 
groviaiona of Public Law 92>26 |. the Eouai Biplovwent Opportunity Act of 19^2^ 

Comptroller General Decliion B - 165571, January 31, 1969 aff iraa paat CO 
daciaiona that proaotiona cannot be retroactive. In doing ao tha 
Comptroller General holda that the back pay law doea not provide any 
baaia for retroactive promotion. He pointa out that it ia a wall tattled 
law (Ganae v. Iftiited Statea, ISO Ct. CI. 183 (1967) that Federal Govomment 
employees are entitled only to the salaries of poaitiona to uhich thay are 
appointed regardleaa of the dutiea they actually perform. This ruling has 
been modified as a result of the 1972 EEC Act. Additional guidance on 
processing retroactive promotions ia contained in the guidance on the revi*** 
of E£0 in thla handbook and in Chapter 713 of the FBM. 
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Attachment III to CSC OL 273-702 ,^\) 



Ksr coni^nttiABLE 

tROCEDIAES WHEN VIOUXXONS OF THE REGULATIOKS 

mm nE whxtten AMsaajMEur are discovered 



Wtien an avaluatov dltcovart that an fsployae haa baen prasoted in violation 
oi th« Whlttan A w an dw an t taquirananta only, he will call to the attention of 
the agency, by acana of the evaluation report or a iattar, that a violation 
has taken place. The agency will be reminded that it ia legally obligated 
to take corrective action in accordance with the Conptroller General U 
daciaiona. 

Aa a rule, the General Accounting Office insiata that either the action or 
the effective date be adjuated to confocm with the literal requirements of 
the Comotiaaion'a regulationai (See 31 CO 564, 32 CG 465 « 32 CC 394, and 
33 CG 541,) The Coimiaaion doee not have authority to interpret Comptroller 
(«eneral*e dsciaiona for agenciea* Therefore, Commiition personnel should cere 
fully avoid giving agencies any instructions or advioe concerning action 
required by the Coaptroller General ts decisions* 

The agency will also be asked to notify the Connission office within 30 days 
of the action that haa been taken with respect to the Uhitten Amendment viola- 
tion* If the agency does not take action In accordance «dth Comptroller 
General's decisions within the designated period, the Bureau of Personnel 
Management Evaluation will notify the General Accounting Office of the facts 
in the caae (unless the agency haa auboitted the case to the (^mptroller 
General for a decision). Regional offices sliould report to the Director 
of the Bureau of Personnel Msnagement Evaluation cases where no action has 
been taken, giving all the facts. 

Corrective actions which satisfy the Gene^9l Accounting Office in Uhitten 
Amendment violationa do not necessarily constitute adequate corrective 
actions from the Commission point of view. 
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SOME SUGGESTED PROGRAM COVERAGE QUESTIONS 

JPecsonnel roanagetn ent and classification . Do supervisors and roanag.r?. 
have and use the authority to restructure, reorganize, and change position 
content when vacancies occur, or do they tend to fill in behind at the same 
grade and series? Are opportunities for career progression built in? Does 
professional /technical mix make sense? What is the record on classification 
maintenance surveys? annual review of positions? Do supervisors and employees 
know the basis for classification of positions? What kinds of controls exist? 
Any relation to budget? Any studies of work organization? Evaluation state- 
ments? Limit of classification authority? 

2» Staffing, Are future manpower needs based on operating program changes? 
What kinds of studies on retirements, turnover? Does recruiting cover all 
available sources? Minorities? Women? Youth? College relations? Does the 
promotion program get the best qualified? Is real consideration given? Do 
employees believe this? Are appraisals meaningful? What is the tie-in between 
performance evaluation and training? 

3. Policy f ormulation and Issuance: communications . Do issuances really 
have an effect, or are just so much paper to file? How are Issuances distri- 
buted, who sees them? How well kept are FPM, agency supplements, manuals, 
local issuances? is there a positive climate of trust and frankness, or an 
atmosphere of secrecy and reticence? What comaainications devices are used? 

^* Performance evaluat ion and motivation . Is it a true individual employee- 
supervisor experience of goal setting, performance improvement counseling, 
progress measurement, or is it a once-a-year routine exercise? What motivators 
are used (awards, commendations, quality increased, job enrichment, training, 
etc.)? 

5. Employee relations and services . Do employees really feel free to grieve, 
appeal, ask questions? Are top manager's, administrative officer's, and 
personnel officer's doors open? What is the quality of services? 

6. Training and development. Is thr "«» a systematic identification of training 
needs, meshing organizationsi and employee requirements, or is the initiative 
left up to employees? Is there a proper variety of training taking place by 
grade, occupation, organization, sex, age, race? Any upward mobility programs? 
Training evaluation? Orientation programs? 

7. Equal Employment OpportMnitv. Is f-here real commitment and action? Any 
breakthroughs? Is the program understood and accepted at all levels? 
Community contacts? Is EEO counselor system established and publicized? 
Status of discrimination complaint? 

8. Labor -m anagement relations . Do supervisors and employees really feel free 
to join or not to join? Is management trained, aware, knowledgeable? What Is 
the nature and extent of union activity? What is management's basic approach 
to LMR? 

9. Personnel records and reports . OPF's maintained in accordance with FPM? 
Regulatory accuracy of personnel actions? 

o - i "5 



Rcs^E PLAY 1 lE^ST COPf WIMWIMiE 

Fr^ Joiies 

- \ Equai .Opportunity Officer, 

Administrative Division 

^ XpkM have this information to provide the Personnel Management Evaluaior: 

TliiH data ia intended to present an incomplete picture of the ££0 postui^e of 
FSPA* In addition to the following information, volunteer only that which 
is already available in materials^ Qualify that information with *'I think* 
r or ^iess«»»'* Only if asked^ respond that neither a Federal Women's 

- Program Coordinator nor Sixteen-^Point Program Coordinator have been selected 
I and that the EEC Committee has not been established* 

- About one year on job* 

Spending practically all your time on ££0 contract compliance work* 

« Little time available for the FSPA Region internal program* 

« Could really use a live»wire assistant, maybe a grade 9* 

: Have only three EEO Counselors* Seems adequate to handle light complaint 
work load* No complaints have gone formal* 

• Still, would like to see a counselor for each of the divisions and project 
offices* 

- Upward mobility, though a non-existent program, is a high priority item if 
the time available* Also would like to see a good career counseling program* 
Have discussed both ideas briefly a few months back with the Personnel Officer* 

« Think you have made recent gains in recruiting* You think Personnel Officer 
: and a supervisor in Office of Direct Federal Construction were instrumental 
in setting up work^study program of some kind with the Community College* 

- You work through the Director of Administration* Rarely see the Regional 
Director* RD seem& interested* H^* signed off on the policy letter and the 
action plan* 
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PROGRAM REVIEW 
HOLE PLAV 2 



If a Suiispot 

Personnel Officer, CS-201-13 
ii'ersonnei Branch 
Administrative Division 

Vou have the following information to give the Personnel Management £valuator 
as requested* While this data should cover the major points^ not all Items 
c^rt be anticipated* If reference to already available materials does not 
resolve the issue, use your own judgment as how to proceed* When stuck^ 
respond^ "I wasn^t aware of that, but 1*11 certainly check it out," The 
itiformation may not be discussed with you in the order given below« 

Staff - three general Ists (Volunteer this information) 

Glen - Solar Energy Research Division, Technical Services, Division, 
and Solar Energy Division in DFC. 
Strengths: Classification grievance and appeals 
Weaknesses: Staffing, training 

Pete - Design Division and four project offices. Office of DFC 
Strengths: Classification and tD^loyee relations 
Weaknesses: Training and staffing 

Mary ^ Grants Division, Compliance Division, Administrative Division 
Strengths: Staffing 

Weaknesses: Classification, employee relations^ 
training 

V<u cover LMR and training personally. "I want to see my specialists become 
mote involved in training as we go along^ Frankly, I don't think we'll ever 
be overworked or require a great deal of sophistication in LMR^'* 

P osition Management: and Classification 

Classification maintenance reviews are up to date* Supervisors write position 
d<-scriptlons; you assist them on a continuing basis. Your specialists are 
quite p.ctive in position management advisory services* You may have some 
Wf^aknenses in Mary's area (Grants, Compliance, and Administrative Divisions) 
because A\\e is new to classification and still feeling her way. 

Strtndard Position descriptions are a convenience but this policy needs 
• ct^xnmlnat iou because it may be creating artificial similarities among 
po.HitioAs and qualifications* 

I he Prc^ject Proposal Team approach has been very successful in the past though 
it is lime-consuming* Perhaps more approval authority should be delegated, 
but this would require reorganising the Grants Division, and perhaps the 
Ktsearch Division in part* 
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. uu'vt? htraird runiars thai Lhere may be seme giumbi xng among proftessionai ^> i. - 

. .V Si^AO concerning classification u»ing the Research Grade Evaluation ^i ie; 
.fv*.vv vtT yuu don't think it's seriuuf^* Vou^ve aaked yonr ^peciali^tH to 
^ V I it and ask supervisors to explain the rationale for lt» Frankly ciu 
w t>u you could ube such a system for al I posit ions« It would simplify > . 
iixe conaxderablv* 

Dift^rences in technician/engineering poiiitions are clear but supervisor \u^y 
ufe? uiiaware of the classification impact on how they assign the work. 

...erical pool complaints are standard ones. All clerks are officially 
certified as competent. Some ttmployeeb reluctant to take refresher ttaining* 

Wt i^iocess requested classifications within 30 days, implement new jatandaids 
wiihin 90 days. 

regional C>fflce management has tended to have t^xctissively high <jual if 3 c^i^ ion 
stand;irds^ and beyond the technician rej»tructuring:^ little has been done 
crt*aie bridge or career ladder posit ions 4 

Siaf ting 

Your cfflce cooperates with the Budget Officer in maintaining manpower statis- 
tic^^, completing ut, 3 ligation and other kinds of studies on reques t of maua^j^ers. 

' '^'icit one-and five*vear manp^ver ptcjectiuns from operating divisionc^ ati part 
annual budget process ^ 

Voo ^^uik for maximum inv^ vement of supexvibors in actual recruiting coutd.ts. 
^'nlv ttr^sistance is the Ofiice of DFC Director and two or three project oxuc^ 

Keoruiting contacts wo U e^tabU»hed wirit colleges and NAACP. There are 
t'\'iH'i icavt ifl Foium and LuLAC chapters, in town, but we haven't had much to do 
w ; t n I }uMU. 

bcw phybic^i science or engineerjing technicianF in the tabor markr.* wiib ^Jt>hn 
cncigv know-ht.iw, A wtassivo himie-grcwu prCw**j.-L .ij^pioach is nrcUeci but 
..iiK'w i^uugbt by managon^ent yet ^ OfHcL' ot i;irt.ct. Fed<r*ral ConbiLrucli on is 
currently r^!ying on piv'cemenl OJT and sLnndnrd gen^*iril technician training* 

lop management prefers scientific/engineering background for Its mid and upper 
management jobs, and grants experience has het}u deemphasi;sed. Management has 
apparently been willing to pay the prico so f<iL in turnover ^»nd lowered morale 
that may come about. You haven't discussed the specific situation in Grants 
and Compliance Divisions with the Administrative Offi-er ur the Region^^il 
Dirt-^cior. You h;5ve !>riefly talked to the chief r> of Grunts and Compliance, but 
th^y were not very receptive. 

Reallz^e ' -^ployee opinion low re merit promotion, but it is improving* 
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Ihv merit promuiion plan application may he too long and compleKt but present 
ayfi^ucetu 1^ better than the old skills file approach^ 

" ^paclaUfits sit In as technical advisors on each paneU Specialists also 
JiHudle GS-5 and below for their areas* 



r Yuu ar0 responsible for the training program* Most activity revolves around 

I <P basic supervisory trainings (2) "state-of-the-art" professional and 

~ lachniciaa trainings and (3) routine clerical skills training* No funds 

\ available for other types of training In any major categories* Training needs 

~ aie Identified at division* level staff meetings and Individual employee requests* 

- Nt aupervlsot has made an official request for training in counseling marginal 
^ employees* It madet it would receive serious considers tlon» 

A^vt-e that clearer definition of supervisory duties is needed since Project 

ienisi Leaders seem confused about their roles-^-they are not^ in fact» supervisors* 

That is why their requests for supervisory training were turned down* 

Ikive no real system of assessment of training effectiveness* Supervisors and 
employees usually keep you Informed* 

Ti^rhnlca! training is the supervisor's business* You worry about general 
management and clerical training* 

Em p I o yef^-^Man ^ . ^ ^ ^^ . f^^ 

All computer workers are asked to sign a statement agreeing to overtime, 
rotating shifts, and weekend and holiday work* It doesn't prevent them from 
hanging their minds later* The Administrative and Technical Service Division 

(*hii-£s are working on it^ 

Ikiven^t got enough staff fur career counseling* Worth looking into, but 
eptployee counseling, including debt and retirement, might take priority* 

FetL^l policy tliat: employees should go through an administrative assistant is a 
workable one because (1) routine inquiries are handled immediately, and (2) 
:Vf's.,»r*ncl Office is given more time to handle the more complex questions* 

ijUi/t-^rt-isors haven •t really bad much exposure to LMR* They have the policy 
statement in their Admin Manuals, but you haven^t stressed it In training* 
Vt>u know of no complaints* Employees* handbook, which is given to all new 

; iv lnyees^ covers LMR rights* 

,}} 1 \* *Ana I Evnlugltlon 

f carnal personnel management evaluation system exists because no HQ 
.Ulanco and assistance beyond a policy statement exists at presents 
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iw i it Employnifc'nt Opportunity fjg^ COft WWMB^^ 

Kttictiiate your comoMints to Team Leader in his memo to the team In tht? P>>M)rve> 
Situation Statetnent* 

Vuu consider major breakthroughs to be: two black engineers (College ra) 
rrom Design Unit supervisor) and the work-study program with the Comtitun: 

t Oilege* 

Vuu personally £eel more would be done if the RD exhibited strong comoii mc. h.. 
None of the action Items in the plan have been implemented to your knowledge* 
Uo supervisory performance evaluation is made although FSPA policy require.© ?":, 
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FSFA VACANCY LISTINGS (A3) 

Grants Applications Bganch (3) 

2 - Grants Manager, GS- 1101-12 

I - Grants Specialist, GS-llOl-U 

Complluuue Division (8) 
5 - Auditor, GS-510-13 

3 - Grants Administrator* GS-L101-I2 

APe Branch (6) 

I - Supervisory Conputer Specialise, GS-334-I3 
L - Computer Operator, GS-332-5 
I - Card Punch Operator, GS-356-3 
J - Caid Punch Operator, GS-3S6-2 
I - Computer Aid, 6S-335-4 

Office of Direct Federal Construction (3) 
I - Clerk -Typist (Trainee), GS-322-1 
I - Clerk-Steno, GS-312-4 
i - Clerk -Typist, GS-322-3 

Design Division (3) 

1 - Supervisory Civil Engineer, GS-81U-13 

2 - Clerk-Steno, GS-312-4 

Drafting Unit (4) 

2 - Engineering Draftsman, GS-8ia-3 
2 • Engineering Draftsman, GS-818-2 

Solar Energy Division (6) 

2 - Physicist, GS-1310-12 (Team I) 

3 - Phys Sci Tech, GS- 131 1-9/8/6 (Team I) 
1 - Phys Sci Tech, GS- 131 1-5 (Team 2) 

Prolect Office n (4) 

1 - Phys Sci Tech, GS-1311-9 

2 - Engineering Tech, 08-802-6 
I - Clerk-Steno, GS-312-4 

Project: Office #2 (3) 
i - Phys S i Tech, GS-1311-9 
\ - Phys Sci Tech, GS- 131 1-7 
I - Engineering Tech, GS-802-6 

Prolect Office #4 (3) 

1 - Phys Sci Tech, GS-1311-9 

2 - Phys Sci Tech, GS- 1311-7 
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mhv Pf OBWioi Pmran * M taa 

srom Issuance 

ViCARGY ANNOURGEMERT 

FEDERAL SOiM. POWER ATOIINISTRATIOS > . 

TITUS. SKltHE3 ft ffilAOC: VACAMOr LOCATIOMt 

Grants Manager, GS-lIOl-12 Grants Application Branch 

Grants Division 

JUKAOFGONSNIEIIATIOIk Central City, USA 

Central, Southern, Western Regions 

oums, QtMuncATioiit, and scLGenvE fuccmemt rmmm (if miv)i 

Plans, establishes, foroulates, and reviews programs, policies, and procedures 
relating to a regional prc^ram of grants to States ami localities to construct 
and niaintain power stations which directly convert solar radiation into 
electricity. This covers pre-application consultation, gr^inC application 
processing, and grant approval. Hay perform engineering and scientific services 
in connection with the negotiation, administration, and monitoring of more 
complex grants. Evaluates the reasonableness of price proposals through an 
analysis )£ direct and indirect production costs. 

^fust have successfully ccmpleted a full fcmr-year course In an accredited 
college or university leading to a bachelor's degree, with major study in 
business or public administration, accounting, engineering, and/or the physical 
sciences. Preference given candidates with education or experience in solar 
energy principles and procedures. At least one year experience directly 
related to the specific position to be filled. Candidate's record of experience 
and education nmst demonstrate the ability to successfully perform the duties 
of the position. 

FACTORS WNfCH WILL BE CONttOCRCO IN CVALUATINQ QUALIFIED CAMMOATGSs 

Evaluation will be made of appraisals, experience, education, training, awards, 
and outside activities with proportionate weight given to them In the order 

shown. 
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Submit • eompMatf Marlt P r otw eMP W Intmt StatemsnL (A eompMed SF 171, PM^ 

wMebmsliitsSfityourOfffletalPwwiifMf FttMMr. Sae ImtnietioiM on Fbrm FSPA 279. 
APFUCANTt NOT EMKOvei BY FSPA miMt sutentt only a aoinpl s t s d tlsMtavd Farm 171. 

WHMTOAPFLV: |^ tke Indtestscl flfoslRg tfslSk complrtetf tenn(t) must be Mn€ te> 

Personnel Office 
Central Region 
FSPA 



NOTE: The FSPA i» an equ*! opportunity employar. Vacwicios art fiitod in aeeordanee with non- 

r-rt^z-^taettmrnatMHt poitctM ot tnt u.». Govornnwot? o 

Sm ravtrte fitfo tor wMitional tntormatfon, if any. 



HST COrriNflKUIKE 




Preoran 



Ten working days 
£rom issuance 



YAGJIIGY ANNOUNGEMENT 



FEDERAL SQUk^ P OWER ADMINISTRATION 

TRUE, mUCft ft OflAPC: 

Physical Science Technician 
GS.1311-9 

mmikQfCiommo&mHm: 

General, Scnithern, Western Regions 



VACANCY LOCATIONt 

Solar Energy Division 
Central Region 
Central City, USA 



sum QltAUnCATNMIS, ANO taJSTIVE PLACEIIENT FACTORS (IF ANY): 

Provides normal support duties for overall muUi -disciplinary physical sciences 
projects. Assigned specific tasks involving the setup and operation of special 
solar energy equlpn^nt, including a number of monitoring devices. Serves also 
as a member of an interdisciplinary scientific "team" assigned the task of 
developing procedures to enable the team to vacuum-coat a 100-inch mirror to be 
utilized as a standard for other similar pieces of equipment. Searches various 
texts and articles previously published relating to similar projects, devises 
unique fixtures and shutters to aid in the coating application and participates 
with other members of the team in simulated coating operations. Aids in 
writing the technical report for publication concerning the construction, 
operation, and results obtained from the project. 

Must have successfully cMjpleted a full four-year course in an accredited 
college or university leading to a bachelor's degree, with major study In an 
appropriate field of physical science. At least one year experience directly 
related to the specific position to be filled, with specialisation in solar 
energy principles and techniques. Candidate's record of experience and 
education na»st demonstrate the ability to perform the duties of the position. 

WMJOta WHGH WIUL SE CONSfOERED IN EVALUATINO QUAUPIEO CANDtOATES: 

Evaluation will be msde of appraisals, experience, education, training, awards, 
and outside activities with proportionate weight given to them in the order 
shown. 



HOWTO APPLY: ANY EMPLOYEE OF FSPA n«y spply fw tlili v»c«icy rw««» «»»• » of e«»ldj»M^ 
Submit a eempfmd Msrlt P romotion fnterwt StMomoeL (A eompMrtotf SF 171, Ptrw 

•onsl Qualifieatiens Statmnt, shoukf site be wbmlttwJ if the porwrniiol »ffteo h not tlie one 
«htelinislnWn»yoiirOfflotaiPOrtonnrt FoMor. Soo hwtniotlons on Form FSPA 279. 
APPUCANTS MOT EMPLOYED BY FSPA mtMt Mibmlt only a eemplstod StamM Farm 171, 

WNfiRfi TO APPLY: By tho iiKiicatod doofng drto* complotod form(») mutt bm Mnt to: 

Personnel Office 
Central Region 
FSPA 



NOTE: The FSPA ^ oppbrtumty empteyer. Vacancies aro fillad in accordaneo with non- 

t'Ti-^lif elimination policies of the U.S. Government.. 

. \Ji 
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Fltysleal Science Technician 
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Career promotion resulting fron position being FodMim.Savv'y. 

reconstituted at a higher grade because of unplanned ifoi]cSdkeAil»_^ 

accretlm of additional duties and responsibilities pbwSsisCtaL 
(FPM 335, Reg. (b)(l)Cb) 
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»t. Wm » APfOmTMINT AfflOAVIT 



Mfyl 



ii.c6M . iMiMOVMOoinumiiiiiTot AoiScT 

FSPA 



Personnel Officer 
FSPA Cmtral Region 

H.DAn 10-6-73 



f Mir 

O 

ERIC 



291 



9ii 



FSPA RE(%JLAT(XIY REVIEW SUfBIARY 



STAFFING 



Excepted appointments - of IS appointments, 7 were reviewed* 0^8 o€ 5 VRAs 
did not contain written training agreements. 

Transfers in - of 25, 2 were reviewed and were in compliance* 

Reinstatements - of 5, 1 was reviewed. 

Promotions - of 40 promotions, 5 competitive and 10 career were reviewed. 

- 2 competitive promotion announcements erroneously used positive 
education requirements. 

- 2 career prcMnotions made as a result of accretion of (haCies not a 
result of planned management action were, in fact, a result of 
planned management action. The« -ibould have been competitively 
annosnced. 

R^Qovals - of 2, reviewed 2. Both were coe^liance. 

Details - identified 7 3 -month details * . DFC operations; 2 were to higher 
grade positions. All were undocumented. Of 5 official details to higher 
grade, reviewed 5. All were in cc»^liance. 

Qualifications - unrealistic quels imposed on all internal placements. 
CLASSIFICATION 

1 Fkxblic Information Officer, GS- 1081-15, Office of the Regional Director. 
Desk Audit. Position is overgraded. It is a weak GS-14. 

I Engineering Technician, 08-802-7^ Solar Energy Research Division. Desk 
Audit. Position is undergraded. Should be GS-8. Two lA positions were 
not desk audited. 

1 Physical Science Technician, GS-1311-7. Desk Audit. Position is properly 
allocated. 

1 Technical Services Manager, GS-301-15, Technical Services Division Chief. 
Position description review. No evaluation statement available. It is 
questionable if grade is accurate based on Part 2 of the Supervisory Grade 
Evaluation Guide. 

1 Office Services Manager, 08-32-9, Administrative Division. Desk Audit. 
Position as operating will not support the grade level. Proper grade is GS-8. 

1 Supervisory Civil Engineer, GS-810-13, Design Division, Office of DFC. 
Desk Audit. Position is properly allocated. 
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PROBLEM SOLVING 
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BEST COPY AVAIl^LE 



PROBLEM IDENTIFICATION SOLUTION MODEL 

ihe problem identl£icaclon problem solution process idea'ly operates in 
this patt'*-n: 




Analysis co Determine Cause(s) of Problem 



Considering and Choosing £rc»D among 
Alternative Solutions 



V 



Dealing with Possible Adverse Consequences 
of Solution 



Taking Action 



Evaluating Results of Action 
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EXPLANATION OF iKE MODEL 



Identification and Description of Problem 



Problem Identification 

The word "problem^* is used here to represent the reasons for f^ftlure 
meet expected perform That is» soi^thing is happening when it should 

not be» or it is aot opening when it shcMsld be« Because of our tend^^ncy 
generalise or to Si<9k in global terms^ syify>tcms of a piroblem art: olieu 
oiMifu^ed with the specific statea^t of that problem* Recurding symptL^^ 
xii not problem identification and^ unless we can keep these concepts 
separate^ much of our problem solution effort will be misdirected if it 
focuses principally or symptoms. 

Fur example, a review of an organization discloses an undercurrent of 
discontent among a number of e^loyees about the Merit Promotion Progreitu 
;iii& discontent is particularly strong at th& Ic^er grade levels and amwy, 
minority and women emplcyees. As a prt)hlem statement.^ such a genet aJi^r ion 
v*annot be regarded as more tiian a first step. It is not a wi^rkable problem 
statement but rather a des^criptive stfitemt^nc of the atmosphere witiiin t > 
w>L ganizatlon* It indicates the existence of one ♦r more specific pcobUms 
which must be identifiv-d and resolved to improve the functioning of rbe 
organizationp It is a general problem statement which is syt^tomatlc of 
number of specific problems. 

Uie objective in problem Idenr.if icaiion is to sort out or separate indivi'iaa^ 
problems from broad genera I i^at ions « Since our example is not a workable 
problem statement ♦ what w(Hild appropriste> specific problem statements 
took like in •'breaking down" our example? A variety of deficiencies or 
ieasons for employee discontent might be id^i. titled in this orgaai^;at ion. 
^hey could be stated in the following m^nnei • 

(1) The agency has not adhered to the requirements of it^. 
promotion plan* 

2} Empioyeeti do noL andcrsianci how the Merit Promotion Pla-i 
is supposed to worK ot nw ii doej? \^oit' . 

t3> Supervisors piacrice fnvoLltisni in selecting employees 
for promotion. 

(4) Minority group and itmale emr^Ioyce* ere rarely selected for 
promotion although qualified candidates. 
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.* ti t ^nh»U cn«, ttf f hc.^ iti p^ijblcm sLaLewents is related to or comes from 
g4nt2t\4i ;*Lai^«ieat o^ dlt>content with the Merit Prisnotlon Plan, 
each is different from the original statement because it is specific 
enough to ^t«rmlt further analysis. The problem statements are roanageab;^ 
iurther problem description, cause analysis^ and solution are possible 
and probable. The general statement does not lend itself to careful 
anu lysis cind luay cause much wasted effort if it is used as the basis fc^ 
problem solution, 

Problem Description 

Once the problems of the organization under review are identified* they 
should be described In as much detail as possible. If we choose from 
«»t!r examples the statement that the agency has not adhered to the require- 
futats of tts promotion plan, how could this statement be further described? 
Wt» cinitd begin by asking what this statement means. What procedures of 
the promotion plan is the agency violating? Is it evaluating and correctly 
ranking its employees for promotion? Are the merit prc»notion records and 
files properly documented? Is there competition for vacancies to the de^>ree 
aescribed in the plan? We are trying to describe the problem in terms of 
devi/ktion from expected or normal behavior. What Is this agency doing that 
it iihould not be» or not doing that It should be in terms of its Merit 
Proikution Plan? 



Analysis to Determine CauseCs) of Problem 



Once a problem has been identified and described, the evaluator begins a 
ftoArch for causes of thar problem. To continue with our example, the 
evnluator rmist determine why the Merit Promotion Plan is being violated 
n supervisors who; 

^, UJie selective placement factors to unduly restrict the number 
of eligible candidates for promotion, 

2. initinte non-competitive dc^t^ijls for hlghei* level positions 
which result in promotions, and 

3» s«*lect employees for promotion without regard to the requirement 
for competition and appropriate vacancy announcements, 

.ht* failaie of supervisors (as managers in a given agency) to follow their 
4^vn Merit Prcnuotion Plan by engaging in such inappropriate behavior is 
■^ seriuus matter, and one which must have a cause* The evaluator should 
ra.ike every effort to determine the cause of such behavior with great accuracy, 
f r htp statements of cause will in effect celimit the rtoluti..^ns he proposes 
fiT this problem. 
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Vmi might be the c^udeCs) of the behavior described in ^nir I'^fimnt^- 
T^Hfre is cun^idti Able deviation from whnt is t.xpei.ted by ihe proMoi^Oift 
^iaitf and thare iihuuid be (somt? f^xplanaiion toe such t^haviOK , Is tUt* plan 
i4M complicated or too ccmiplex lo be workable? Does it take an inoidinaie 
amount of tin^ to fill vacancieti? Do sapervisoid understand t lie it 
responsibility to make the plan work? there ft question of biar and a 
deilberaca attempt to restrict the entry of certain aegAenta of the work- 
force into particular positions? The evaluator mxst teat each possible 
cause in a critical way to determine if it fully explains the problem^ and 
if what appears as the i&oat likely cause is indeed the real cause of the 
prubieffl. 



Considering and Choosing from areong Alternative 

Solot icnn 



After a given problem and its cau^ies are analy;sed| an evaluaLor turns tu 
ttie decisiim that he swist recon^nd to resolve the problem* The initial 
seep is to construct several approaches which might eliminate the (-ausec^ of 
the problem, and the problem itself. If he han analyzed the causeU> of 
uh^ problem correctly, it will net be dlfficulL to formulaire solution 
i>ropc)hals« These proposals n^ay l>e ftim{*le or they may be elaboi.ML'?; they 
may be achieved quickly or continue for months 4 In any ca^e» ii^e evniudtor 
:»houId consider caretullv %v»at iWt- alLvrna^-ive dppiOdch«>s to .sulviiit* ihi* 
pitolem jiiay be and sound out managemea* before he recommends one spet._ ft- 
approach^ 

Une caution at this stage: the tendency in tht t-^A^ w^rld i% cv looV at: 
problefQS in a fragiuented perspective. During th^ w!OurHe ol a wo/Vdit^ , 
evalUALor is confronted with a series of ^irobJeras In a linear way- Enci 
of these Incidents needs attention* but tht*y :an distort the evaluaior*s 
problem-solving perspective* ihat is, if an eval'aator heKins io uec 
pt obleni-sulving as a set ies of 5Bial! criseci whict; ^tui»t b^ dealt v. it!i u^* 
they arise, he may fail to undt^rstand V^ty^ thcT-c Iniifvidual otobienn. i'.-l.^^e 
tu a weakntri^s t hat wiuefeipread in J pacMcular or^aini aL . o:u ^u^K 1 . ,^r 
anging prcbleni may requtr:: i?Dluiion Jna*. cdditsre^ i . i f * 'he '^^^ » 
**tty»iem" rather than a sc^rieb of In.iderjJS. 

Art example of this differ^nct- woiito he the ;'^^afte ' tHa r* s<;^i^•* • f 
iiSLriminaiion c^nnplaints «»hould t;ivo u ni^cx y !na«-va^v»wnt . KaHi <:omp;:Mni 
»«usi be investigated aad resctved snJividur/* 1 ; "'I'^ii^vti , in( V<?eri S 

flight be indicative of a situation tnnt ^eea^ x.^^rve.nion rhrouyhoui he 
agericy* This would leqi.ire a pri>>^-^.n f.j^lu":**f r ;< 'vjif4ijte i imr\: 
oroader approach to correct a system defect tathet than continuing to deal 
un an individual basti" with an ever larger volume t <^rMplaints. The 
impact on organisational efftuttvenes^ is far greater if maiagers keep 
their per;?pectivfe and understand the relationship rUat individuai pcoblems 
have to the entire managuineni sytrtem* 
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Dealing with Possible Adverse Consequences 
o£ Solution 



Evatuaturs should take time to consider the consequences of their proposed 
problem solutions. Sonet in»s "solutions" create more adverse consequt-. •.e.'i 
than the original problem, A systematic review of the proposed plan vi 
action before a final decision is made may reveal circumstances 
which will prevent the objectives of the proposed solution from being 
attained. The situation laay change or important Items may have been over- 
looked in the rush Co take action. 

tn addition, there shcnild be a contingency plan developed to overcotse 
those difficulties that might reasonably be foreseen in implementing the 
prcblem solution. The resistance of staff to change, or the reluctance 
lo admit that current procedures are not effective can prove to be 
formidable obstacles to even the most carefully constructed problem 
solution. The evaluator omst anticipate such difficulties if he Is to 
have strong follow-thrcnigh in assuring that results are being achieved. 
I£ the action plan is to be directed toward positive change in the 
organization, the final assessn»nt of the proposed problem solution nuist 
include a consideration of the consequences of the decision as well as a 
preparation for the obstacles that can be anticipated in its implementation. 



Taking Action 



Wlifn the final assessment is corapIet?d, the action plan Is ready to be 
applied to the agency's internal organization and external environment, 
if. i- where effective performance Is directed tcNtrard positive change in 
« f^rganisation. Here is where managers, supervisors, and staff carry out 
rt-spc-nsibl lilies for action plan items and here is where the manager must 
hnvf strong fol low- through to assure that results are being achieved. 



Evr. laaiing Results of Ac tier 



Hi' last step in the problem solution process deals with t\w evaluation 
■■'i "he results of the implemented plan of n^itUni. ;^l\ai liappened? Did 
•ir» thing happen? Just how effective were the decis-iou- that were- laade in 
ii«f.leinenting this plan of action? To what extent Wtrre the objectives of 
ihe plan achieved? 
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rih.,agi.ttt And evetuators should place heavy emphasis on *^v«.wdv*... m. on 
iniegra) pait of the problem identification-si'lution ptot-ess. Evmiu.ili 
acLually begins with the identification of pruhlems and continues i., 
trovioe feedback to managers throughout the solution process. Wl.at 
^. regarded as the last step in the problem solution process may al;;<' 
i*' considered the first step in the ensuing c-;cle oi probJem identitlcati 
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STI DKNT WORKSHLh: 
PROjU,liM ANALYSIS WORKSHEhTi 
Problem Descripilon (I^e specific, make Niatement of protat>m inanc»ge.ibU 

boundaries of problem (organisational, program, t tc* - 

dimensions o£ problem (Impact* numaer, kind, pubiicitv, vie* 



Possible Pauses (Underline most likely<i Does it fully explain the proDier. 

Do you know who as well as what?) 



Alt ernative Solutions (Does solution have advantages? DisadvanLa^;^ >v 

it right for particular environment? tnu^r^iime 
most appropriate^ > 



Pi-ssiblt Adverse Consequences (Are there or will there be risKsV ^an 

potential risks be minimized? HctwV> 



Recunm^endaLion (Fix responsibil irvo Explain potential risks^ if anv, m.vi 

proviiie con .ingency plan. Can fcllowup proce*duto be hui'ii 
in? * 
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STUDENT MORKSHECT 
HIOBLEM ANALYSIS WORKSHEEH: 
Problem Description I Be specific » make statement of problem manageab 

boundaries of problem '^organisational, program » elc.) 

diroenslons of problem CifQpdCt^ number, kind, publicity, etc^) 



Possible Causes (Underline most likely. Does it fully explain the problem? 

Do you know who as well as what?) 



Alternative Solutions (Does solution have advantages? Disadvantages? Ik 

it right for particular environment? Underline 
most appropriate.) 



Possible Adverse ConsGquencos (Are there or will there be risks? Can 

potential risks be minimized? Kow?) 



R e cqng ne nd a t ion (Fix responsibility^ ^jcpiain potential risks, if any, nnd 

provide contingency plan* Can followup proceduie be buili 
in?) 



305 



ERIC 



KST COPT AVAf UBLE 



STUDEtn WORKSHEET" 



PROBI>EM ANALYSIS WORKSHEET 



Problem Description (Be specific , snake statement of problem manageable) 



Possible Cause.q (Underline most likely^ Does it fully explain the* problem? 

Do you know who as well as what ?) 



Alternative Solutions (Does solution have advantages? Disadvantages? Is 

it right for particular environment? Underline 
most appropriate.) 



Pof>siblc Adverse Conse q uences (Are there or will thore bo risks? Can 

potential risks be minimized? How?) 



R e c omme nd a t i o n (Fix responsibili ty. Explain potential risks, if any, nnd 

provide contingency plan» Can followup procedure be buiJi 
in?) 



boundaries of problem 



(organiaational, program, etc.) 



dimensions of problem 



(Impact, number, kind, publicity, etc.) 
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STUDENT WOnKSHEETT 
PROBLEM ANALYSIS WORKSHEET 
Problem Description (Be specific, make statement of problem manageube) 

boundaries of problem (organisational » program^ etc»> 

dimensions of problem ( Impact » number, kind, publicity, etc*) 



Possible Cau ses (Underline most likely^ Does It fully explain the problem? 

Do ycni know who as well as what ?) 



Alternative Solutions (Does solution have advantages? Disadvantages? Is 

It right for particular environment? Underline 
most appropriate.) 



Possi ble Ad v e r s e ^ C^^^ (Are there or will there be risks? Can 

potential risks be minimised? Hovj?) 



Recommti'ndati on (Fix rcsponsibi 1 1 ty« Explain potential risks, if any, and 

provide contingency plan^ Can followup procedure be buiit 
In?) 
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STUDEIfr f^KSKEET 
PROBLEM ANALYSIS WORKSHEET 
Problem Descrtotton (Be specific, make statement of problem managea* 

boundaries of problem (organisational* program, etc,) 

« 

dimensions of problem (impact, number, kind, publicity, etc.) 



Possible Causes (Underline most likely. Does it fully explain the problem? 

Do you know who as well as what?) 



Alternative Solutions (Does solution have advantages? Disadvantages? Is 

it right for particular environment:? Underline 
roost appropriate.) 



Possible Adverse Consoquences (Are there or will there be risks? Can 

potential risks be minimized? How?) 



Recommendation (Fix responsibility. Explain potential risks, if any, anu 

provide contingency plan. Can followup procedure be built 
in?) 
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An IntxoductofLy Woxk&kcp in, 

THE emit sumv mnov of persowwel mawagemewt bvaluatiom 



CLOSING CONFERENCE 
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NOTES 



UBJECllVE: To assist management in making the most effective use of 
civilian human resources in accomplishing base mission requirements ! 
operational mission requirements and public policy mission requirements. 

Approach Is problem-orleuled rather than to provide a rating as to 
how well are adhering to personnel policies and procedures in 
each separate personnel program area« 

Primary problem Identified by Base Conmander: Adverse Is^iact of personnel 
celling cats» average grade controls and funding limitations on the local 
cor«mand in planning for, controlllngt and directing the civilian workforce* 

Findings based un: 

Interviews with: Managers - 15 

Supervisors - 30 

Qnployees - 119 (including 18 employee requested) 
Union representatives - 4 
Technical staff 

Analysis of 190 enq[>loyee questionnaire responses. 

Analysis of base records^ reports, guidelines, and personnel actions* 

Review of positions for classification accuracy (19 desk audit, 4o 
position description review). 

General climate for personnel management: 

K The base personnel management system is resulting in generally 
effective utilisation of the civilian workforce for operational 
mission accomplishment few problems exist in the technical 
adequacy of classification of individual positions and the 
processing of personnel actions, 

2* Effective identification and action on potentially serious 

problem areas through the cyclic personnel management assistance 
review programs a& well as day-to-day service. 

3. Generally, employees feel the base is a good employer and morale 
is high. Exceptions exist in specific organizations. These have 
been identified in assistance surveys, and efforts are being 
made to Improve these situations. 

a. Transient Maintenance Section and Corrosion Control Shop^ th 
Bomb Wing - dissatisfaction in classification, underutilised 
skills, etc. 



315 



h» C nwiiiisary Branch* Services Division* st CSG - t^ic-nkiowi 

m supet visury-eiaployee relations and resulting manfigtitut^n . 
union conflicts. 

c. Food Service branch. Service*^ Divisjon* st CsG - bre^k* 

in supervisory -employee casxnunicaLions as a result of ra^* c 
curnover of military supervisors. 

d* Procurement Division, st CSG - breakdown In supervisory- 
employee ccKominications, 

e« Structures Section, 0 & M, Civit Engineering Squadron, st 

CSG - breakdown in supervisory^employee comiminicstions as a 
result of rapid turnover of military supervisors. 

4. Employees have confidence in overall management policy and 
practice in: 

a. Merit promotion. 

b. EKO 

c* Labor -D^nagement relations. 
5* Areas of employee concern: 

a. Breakdown in :>iiperv^i&ory-entployee cosmaunicaticnt^ la sc^ne 
organizations as a resuU of rapid turnover of military 
supervisors* 

b. Adverse impact of ceiling and fund cuts and average grad*^ 
controls on recruitment, training, position classification, 
and incentive awards* 

Inconsist€»ncy of supi^rvisory involvement in evaluating 
performance, determining training needs and use of infcnaa! 
and formal recognition. 

b. Majority of managers, supervisors, and employees feel there hati 
been steady improvement m the ^lUnlity of CPO personnel servict S^ 

Additional actions can be taken at each level of personnel management 
responsibility in your continuing effort to improve the effectiveness of the 
base personnel management system in accotrpl ishing mission requirements. 

1. Some supervisors and managers rely on CPO and staffs to carry 

out position management functions required by ir^'s policies and 
guidance* As a result, chey snay be misr^ing opportunities to 
improve eCfec : ivents^ and economy ot their operations to testructure 
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jobs Leiow liDL anu identify career patterns to develop ei&ptoycee 
to full potential* This lack of involvemnt is resulting in 
strong supervisory and nonsupervlsory resistance to prc^r 
cldssif icaiion principles and is causing general dissatisfaction 
wlLti grades. 

Reconmynd^t^on^! 

Top managea^nt slumld place additional sMnages^nt e^haals on 
supervisory responsibilities for position management. 

Increase supervisory responsibility for explaining and upholding 
classification decision based on published standards* 

The VPO staff should expand training on policies^ techniques^ and 
expected results of effective position management and the 
supervisor's role during the SACMET and classification portions 
of >fdnagement I training* 

In EEO no discriminatory actions or attitudes were found» and some 
positive actions are being taken* ^fanagers and supervisors are 
aware of base policy; hoiiievert none viewed EEO as a continuing 
personal responsibility* As a result » managers and supervisors 
are not taking positive steps to prc»sote upward mobility through 
career ccMinseling and position redesign* 

Recon«nenda_t igns ; 

Managers should: 

- Reemphasi2e line responsibility for EEO. 

Increase emphasis on EEO responsibilities in performance 
evaluation. 

Establish award system for supervisors and managers taking 
innovative actions to promote EEO. 

- I'ti^r.i^ KEO cenmtittee as planning and evaluative body and inform 
managers and supervisors of coittmiitee actions* 

Supervisors should: 

- Review positions and people to determine who has the potential 
lo advance and how it can be accomplished through established 
pet i<onne i system. 
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- Uhen possible^ continue increase^d empiiasls in recruiting anc 
coamiunUy relations contacts with the Indians which are the 
largv^i luifM^rlty ^loup in the area* 

* Place more empnasis on upward inobiHty and career counsalir ^ 
during PMA visits* 

Soffie supervisors are not identifying specific strengths and 
weaknesses based on established performance standards » providing 
specific guidance on areas needing improvei^ntt relating training 
needs to performance, and exploring career develc^ment alternatives. 

Recommenda 1 1 ons > 

Managers and supervisors should: 

- Place QKjre emphasis on reviewing positions and people to assure 
optimum utilization in current jobs and to determine who has 
potential for advancement and hcnc it can be accomplished within 

the personnel mariagentent framework, 

CPO should: 

• Put more emphasis on interrelationships of performance evaluation 
on current joh^ evaluation for promotion purposes, use of informal 
and fornial rocogniiion^ and determination of training needs 
during Management i trainin^^ personnel management assistance 
visits and other staff aBtdiHtdwie coniacts. 

- Continue tu expand di.i'ect involvement of managers and supervisors 
in v^orking with recognl^^ed union representatives to solve any 
management employee relations problems at the lowest operating 
leveU 

Generally the merit promotion system Is providing highly qualified 
candidateF for vacancies and is assuring employee equity through 
competxtion. Howevev, position vacancy announcem«»nts do not 
contain sLitements on quat tf ication requirements, and as a result » 
employees expiesbed confusion on whether or not they should apply* 

Kecommenda 1 1 on ! 

- CPO should include a brief statement on miniimim qualification 
requirements in vacancy announcements or Incorporate practical 
Infcrmation guides on mlnlmu*n que 1 2 f Ications and ranking 
proceoures. 
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tiequitid ciasslf ication action: 

Clinical Nurse* CS-610-07 to Clinical Nurse» CS-6iO*0^ 
Will affect six positions 

Nurses provide cCMtprehensive nursing care consistent with 
the CS-09 level in the standards. 
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STUDEtrr WORKSHESr 
aOSII«; CONFERENCS QUTLXKE 

I. MAJOR ISSUE OR PROa^EH RECOmENDATION OR REQUXRED ACTION 



tl. METHO) OF gRESEKTATlON 



III. PRESEffTATIOK AIDS 
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CLOSIKG CONFERENCE CKn iQL^E 

INSTRUCTION: Evaluate presencation on the icems on the Veft. Place yui.' 

cofmuenib in the appropriate columns. Be specific. Givv 
cotnpletiid form to team leader who inakes preaentation. 



EVALtATION FACT(ms 


EFFECTIVE 


KEEDS tMPROVEMENl 


U CLOSEOUT FORMAT 

a* Appropriateness to 

iiubjeca rMtter 
b# Sequencing 
c« * length 






2. MAJOR ISSUES 

a. tiearly defined 
b« Factual supporting data 
c. Fix area of responsibility 
d« Strong recofoioendations 

Justify recmsn^ndations or 
interpretive data which 
were questioned 






3. BRIEFING gUALITY 

a* Subject matter knowledge 
b* Re levant t concise message 
Effective briefing 
techniques which motivate 
positive response 
d* Quality of visual aids 
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THE WRITTEN REi^ORI 

(Personnel Maiia^euienc £vaiuacion; 

ntroducLion The one lieaCure that taosc coc^licates the production ot 
an effeccive evaluation report is the number of different audiences botn 
wichia and outside the Cotantf^sf^ion to which the report it; directed. These 
audience^? may include the establishment manager* establishment personnel 
staft^ lUgh echeion agency oanagement, agency headquarters personnel staff 
officials* CSC regional oft ice program, tne Bure«» of Personnel Managmsent 
Kvaluation. and CSC central office progran managers « 

Becat^iiff oi c manv objectives of the evaltiatioit prograc:, the varied 
aaUAe»;we> wuiLch support these objectxv»*s, cne different needs of each of 
tuese auQxeiices and the different rei>ofcing approach necessary to sati&^y 
eacu ui tiiH i»eeds» it is vt^ry difficulc to laec^t all objectives well irtch 
a one*pa£X oonipurpose report. 

Tuere are three maxn objectives that our reports oust itteet! (I) to oioti- 
vate improvetaent, (2> to inform about program status* and i3) to estao* 
tlsh a basis £or future agency /commission cooperative improvement et forts. 
The following reporting format is designed to meet each of these require- 
ments by separate sc^gments of an overali report that includes: 

- agency import in two parts one part directed to the instal- 
lation top manager and his key stait* the second part directed to 
the tecattical {>ersonnet staLk. A.v.iencicos may be added to transrut 
needed background informatioii and cade listings. 

A CSC internal report attachment that includes specially requested 
program inforrnation ix>t :^ertincnL tc tlo evaluatii»n or informacAon 
Litat is for CSC use exciuhively. 

/■4-.ency Renort lae primar/ nurj-yo^e ot ttie agency report will be 
n<K tivatc cr;ange. it should be »>rablein o \ented s^ith the overriding ioc^^ 
Oil the local manager, c^enerally, it m^lIi consist ot a letter of t.unr- 
f.ii.tLal and a iwo^uttrt rejx>rt vith Appendicei; it n^cted* 

- Part 1. t'ait 1 is a «^elf -^concainecl rt^-i^orc co the establishment 
head dxi;cussing the basic probj^fj^ xn p.a* »onnel i^rtafeement to 
^>nich he '^.hould aodrtiss ais tx luitl>n. '> df.siciifiaiOv? the role of 
rtona^^•.s, su:>ei-viHor:J» tie* r>er.^om<fe 1 rtuLi: orrd ttt^ action 
*4Uc*d C4 ly each to improvit pers^mnrl faat-£.»;e4nent: tue organisation* 
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Tiie fiur loaft oi /art I Is c : sft>>i.ivftLe -ati touM^er to take action for 
solvltxg the personnel oanagesaent problems tliat the review has idenci* 
tied* The thrusc and direction o£ the report vlll be on the I&cai 
manager. It should tell him hov effectively iaanagei:s» supervisors^ 
ai>d personnel staif arc carryiup exit their rt* s jonsibility in oanagxuf 
people^ vhat are the l^Mrdlnents to effective management and hov they 
can raiKaved* 

The character of the findings and recoGmendations ; the local environ* 
oMinCt liKludlng delegations of authority; type of personnel staff 
assistance; and the program enphasls of the evaluation vill have sotoe 
Influence on hcv Fart 1 is constructed. Flexibility vlll be required 
to structure this segnent of the report In such a my to best achieve 
the prloary objective^ Hcmver^ as a isin£nixni» Part I of the agency 
report should: 

o Include a brief statesient t:hat glv<?s the evaluation team's 
concise overall sumary of personnel managoienc at the 1 natal 
latioQ. The overall statement should not be a detailed stateio'^nt 
of findings nor should it he an ainalgam of findings pieced together 
frotti the renainder of the report. It suciuld present a brief 
characterisation of th e j post g i^n^' icart!: achie^^anents and problems 
tftth personnel management at the fnstallation , highlighting the 
team^s assessment ot the c .inirrbu. i of che ^«crscnnel function 
to accomplishfiient of the oxanage/*^;) ciicsion. 

o Contain an evaluation of how tl.i* tr^.^ee levels of personnel manage- 
ment responsibility rwnag<r.at. iiervlsctrs and personnel staff 
— are aware of anr^ carrying or^*: t;\ei''' perf^onnel management r^,^non* 
slbillties, Tha major oroblems that ri^v^vct the acco(n^>f ishtuen': 
of the Installation's mission 5;ho»>:.d be related to the responsibility 
of these three personnel managerient: •'agents and action to correct 
these problems ^ocnild be clearJv ':?!>e!leU ovt. Reference to Pare II 
should be made where ap >rnp>rij?%te f c ri^-tn personnel management 
agantf ' r»SDon6ibillty to def ic'e<*ci*?s io |>ersonnel system operations 
r«:;^ev cnan discussing ruch c*l I' l^ rv^ies in Part I. 

o Clearly la^l c^ach rec» t^iTOndaiiC)^ '^r f-Miirei acLion. Tiiase Items 
sho^^M specify not only what n^^eds to be dcne» but also Indlcatn 
who n^eds to talce action And whe*H^. x * > arfi acUu^Jiy requirua 
or recommende<4. F.ecanE^ndatlons prov'lde f^n.slstance to the raati&ger 
cm how to solve probleimr Jint rfive Decn ld(?rtl5ied» while required 
actions specliy actions n^eced : or ♦^cigulnt'^ry com{>llance. Broad, 
vague recommendations or required act^r^nr «/ith little or no 
direction on the specific type or actiiot: t.o b«! taken are of little 
help to the manager and tend to co*u"uj5o ,tu: solution of the problem. 

It is Imv^rcant to recogna2ic thf» conrept oeliind the reporting process 
in Part 1: that ^.^e overall re*;i>onsll>itlcy lo^ nersonnel management 
wltnin the organtaaticr re^tn %*ith the to^ ^^^nager. To achieve his 
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e'b3wu oD^cecv«$ tie general ly laanageB che t«^rtcfurce through cttree 
iueut. .xi.auia ifcsveis or centers ol' personnel r inageaent, eacu o£ which 
has a di£i.eifent hue coa^l«ientai-y role. Problems in the varagenenc 
Hi. maeen resources oay stem tirom action or inaction at each of these 
levels. Hnaiysi.s of the litndli^s and reiiorcing in Part 1 slioala tie 
dtsf IciencXes in f^rsonnel aanagetnent to a failure of one or more 
oi these r'^rsonnei mane^eoent centers to effectively carry out their 
assigned aanagwaent role. 

lit sunoary, the conclusions and r<KM>Duendations in Fart I provide 
an ovecail picture of personnel nanagMMnt at the establishnent and 
an evaiuACicn ot htw each ;>ersonnel nanageioent center is carrying 
(Hit xr,ii assigned role; it identifies probleats that are created by 
aeficlettc^es in the ifay tl^se responsibilities are beii% laet; ami 
i . pr'^v-.ues lewoiBGiendations for action at the level where respon* 
sixoilikty is not being net. 

. Part II. Fare IX of the report Is aimed at personnel and other staff 
offices concerting technical natters over which the personnel staff 
tias program responsibility. The objective of this part of the agency 
report is to assist the personnel staff in correcting personnel 
system deficiencies that may detract from good nanagenent practices. 
Part XI will be i^roblem oriented; it is not intended to provide a 
comprehensive discussion oi: all personnel nanageosnt programs. In 
fact, it will cover only those parts of the personnel management 
process where information and recoemnndation need to be connunicated 
to the agency technical staff. 

Kecofsasndations and required actions, as in Fart I, should be clearly 
labeled and differentiated. They shouid provide the personnel staff 
witu iieloful and constructive direction on how to correct the program 
deficioiicies described. 

- A;>penu£ce9'. 

BecKt^cound information nay be included in an appendix rather than 
xn lies r epot' .)ro»>er. The in^'onaeCion included here would cover 
tu«jt nature atiu t>cope oi: the review, faettinding methods used, 
ntiraber ot: interviews, questionnaires, etc., aixi any special 

« it.ium8t«ucGi» surrounding the review. 

o r<v reguittwo*ry and classification case listings should be attached 
63 an ai>rA£ndiA to the ngency report. 
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^ Internal Keoort Attachaant — This segaene of the report is £or 
CSC inearoal um exclusively and provides a vahicla £or bringing 
sigiuXicant pareomial mnageaaat prograa inforaation to the attention 
of CSC ataCf . The infomation attachnent should ioeliide major £india;^s 
developed in ttie review that are not pertinent to the local evaluation, 
but which are needed by CSC prograa aanagers or which are specifically 
requested by tne nationwide plan or other direetivaa. 

The inferMtiott attaehaant should generally provide a discassioa ot 
each personnel sanagenent prograa reviawad in the svaluation. Significant 
inforaation that ia not discussed in other parts of the report ahould be 
included in this attacbaant. The inforaation inclnded in this attachaant. 
to^tter with the prograa inforaation in Parts I and XX of the agency 
report, should give a eoaplete response to the pmgraa coverage for each 
area under review, 

Osing Different Foraats. 

The above reporting foraat is designed to achieve the objectives of a 
*'probl«i-8olution" approach to evaluation i^ich fixes responsibility at 
the appropriate level and clearly outlines recMaendationa for iaprove- 
aent. There are tiaes when situations warrant use of a different 
foraat, either due to the nature of the reconnex^tions, unique local 
situations, etc. Xt is expected thac the advisor will use nature judg- 
aent in deciding when a different foraat is necessary and the correct 
approach that should be taken. Regardless of reporting foraat taken, 
it is essential that our reporting objectives be net: notivating change 
through problem identification, fixii^ of responsibilities, and racoa- 
nendlng courses of action. 

Letter to Activity He^ d. 

The report should be transaitcad to the activity bead by a letter signed 
by the Regional Director. The le:ter should he nora than a aere trans- 
uittsl, however. It should succinctly ami accurately convey the tone 
of the narrative report, highlight major conclusions, and discuss the 
action expected of the local aanagenent. the assistance available from 
the region to help the establishaent bring about desired changes, and 
the tine frame In which such action should be accoapllahed. 

Letter tp Higher Headouarters . 

A letter to the higher headquarters of the activity should also be pre* 
pared which transoits copies of the evaluation report, highlights the 
major conclusions, and discusses any action that should be taken by the 
higher headquarters. If there are areas that are beyond the control of 
local nanagenent or problems related to agency policies which the eval- 
uation teaa wishes the Bureau of Personnel ^bnagement Evaluation to 
discuss ifith agency headquarters, some indication of the problen and 
the fact that BPME is being alerted should general I v be indicated in 
the trassaittal letter. 
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STUDENT WORKSHEET 

REPORT OUTLINE 

I. OBJECTIVES TO BE ACHIEVED THROUGH REPORT 



II. FQSliAT TO BE USED 



III. REPORT OUTLINE 
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STUDENT W3RKSHEET 
WRITTEN RESORT CRtTIQUE 



INSTRUCTION: Evaluate presentation on the items on the left. Place your 
coonents in the apprc^riate columns. Be specific. Give 
collated form to team leader who makes presentation. 



EVALUATION FACTORS 


EFFECTIVE 


t 

NEEDS IMPROVEMENT 


1» Report outllM 
Report objectives 






2. Format is appropriate for 
content and intended 
audience 






3. Frovides £or separate 

OAOfflAntB ^JilloiTAd to 

special audiences 






4. Anticipates format 
limitations and 
compensates for 
obvious format 
pitfalls 
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FOLLOWUP 
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STUDENT WORKSHEET 

mXOWUP PLAN 



I. METHOD OF FOIXOWP 



2. FOLOWUP IT^ 


FOLLOHUP RESPOKSIBILm 


TIMETABLE 









3. FORMAL FOLLOWUP SURVEY FLAN (OPTIONAL) 
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An IrttfioducJtJ^y VoJik&hop in 

THE omn suRm mnoQ or pmoNHEL miASQnenT EmuAnoN 



COURSE EVALUATION 
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An InLrcxiuctory Workshop in 
I HE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION 



Course Evaluation 



INSTRUCTIONS. In our efforts to make this a more meaningful training 
•experience, we would appreciate your opinion on the extent to which 
the training objectives were attained, be ccxopletely fraiik in checking 
your iTesponstes and in making your comments. Use the space provided 
and/ or the back of the sheet. Evaluate only in terms of the stated 
objectives . 



uVEkALL PROGRAM EVALUATION. As far as you are concerned, was this 
objecLive achieved: 'Upon completion, the participant will be able 
Lo apply consDonly used evaluation procedures, under the guidance of 
senior team leaders, in coi^leting carefully selected evaluation 
assignments onsite." 

i ) Definittiiv ( ) Mostly ( ) To Some Extent ( ) Not at All 

< Excel lunt> (Very Good) (Satisfactory) (Unsatisfactory) 



IRAINEE OBJECTIVES. In your view, were your overall objectives reached? 
It not, please explain. 

< ) Deiiniteiy ( ) Mostly ( ) To Some Extent ( ) Not at All 

(Excellent; (Very Good) (Satisfactory) (Unsatisfactory) 



NAME (optional) 
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Mostly 



Some Extent 



Not at 
All 



Instructor (s) 



Content 



Training 
Method(s) 



Titoe 



Exercises 



Workshops 



Case Study 



Training aldi 
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An Introductory Workshop in 
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION 

Sel£ -Assessment Questionnaire II 

This is a self -assessment questionnaire and we will ask you to coi&plete 
this before and after the course. The elements listed will be covered 
in the course, tfe would like your reaction to the in^ortance of each 
element for successful performance as an evaluation team member and what 
you feel to be your present level of understanding or skill on each element 
now and at the couplet ion of the course. 

Please indicate beside each element the importance of the element for 
successful performance as an evaluator by marking in the appropriate boxt 

' if that element is of no in^ortance or of only minor importance 

o if that element is of Boae importanci» buc not essential 

+ if that element is essential to effective performance 

In addition, please circle a number value on the scale beside each element 
which best indicates the understanding or skill you feel you presently 
possess. You may circle any number on the scale. The scale is as follows: 

No understanding Moderate understandins Ccnupletely 

or skill or skill adequate 

\t V. 

0123456789 10 

rnderstandlng is evidenced by the ability to define, describe, or cite the 
major aspectR of the element. 

ivkill is evidenced by the ability to apply the major aspect of the element. 
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